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| CHAPTER 1

INTRODUCTION

Communication teachers in the Wisconsin Vocational, Technical and Adult
N : N
Education system are partners in trying to develop the same end product --young men
and women who are adequatcly prepared to succeed in the world-of -work and who are
motivated to participate in the institutions of their community.
The communication teacher is a cooperative partner with other general education -
teachers and with the vocational -technical teachers in preparing individuals to be this

kind of contributing member in society. In our society, which rapidly undergoes social

and technological changes, however, the worker must expect to be part of a continuing,

lifelong, educationai‘ process.

Initial job eiltry training requires the vocational-technical teacher to equip his
students with the most up-to-date knowledge and skills in his field and to be able to use
and understand its most recent tools and equipment, The communication teacher, on
the other hand, must not only prepare the student to acce¢pt change, understand change,
and prepare for change, but must also prepare the student to use communication skills
effectively on the job and in thc community.

_ Communication Skills does not fit neatly into the Spec*:trum of General Education.
It does not blend well with Sciecnce and Mdth, whose content and objectifres relate
closely to vocational -technical preparation. And neither does it group with Economics,
American Institutions or Psychology, whose content deals with the individual in relation-
ship to himself, to other individu.-a.ls, to groups, and to society’s .si\gnificant institutions,

[
The word ‘‘skills’’ implies that there are some recognizable comp=ztencies that can
p gn P

be taught and tested. These competencies are usually broadly recognized as reading,

writing, speaking and listening., Within cach of these four broad disciplines is found




innumerable specific skills fron1 punctuation, grammar, and spelling to business letters and
report writing. With few exceptions, the specific competencies and skills found in the
communication skills courses of study throughout the state system can be classified into

¢

these foﬁr general areas.

When oné examines the specific cbnﬁnunication skills that are being taught in the
technical schools throughout the state, one discovers that each school has decided not only to
teach different skills but also to give differing emphasis to those skills. The problem is
erther compounded by the multitude of communications curricula that have been developed
for the broad offering of vocational -technical programs in Wisconsin.

The Wisconsin Vocational,h Technical and Adult Edﬁcation system offers two-year
Associate Degree programs, two-year vocational progrénls, one-year vocational programs
and less than oné year vocational programs. State Board guidelines ;‘equire that each one of
these programs include specific courses and a minimum humbér of cr_ed.ivtys or hours hefore
a degree or diploma can ke awarded. One will find, however, that within tilese programs
the comniunication courses have different titles. Although titles themselves may not always
" indicate a significant di‘;fe/:rence in the course content, it has been fbund by the researchers
of this project that thexe exist great differcnces in the actual content of communication
couﬁses for the same programs throughout the state.

These differences have resulted in a state-wide system of vocational -technical
education that often has little course content similarity from district to district. A

student transferring from a communication course as a part of a welding program in a

southern district of the state may not be able to recognize it as the course for the same

program in a northern or western district. One must ask himself if the communication




skills compet;encies for a secretary in one part of the state are really that much different than
in another part of the state. |

If indeed there are specific_ communication skills that are critiéa‘f 4and essential for a
student to -possess at thé time of initial job entry and for job gdvancem ent, these skills should
be taught at all of the vocational,—technical schools_‘. This would rr;ean that-the Practical
‘Nursing graduate would be'l'aught essentially the same communication skills whether she
attended Madis;)n Area Technical College oi‘ District One Technical Instjtute, One certainly
cannot expect students. to find or necessarily _want employment in their home district.
Logicallj.l, this might mean t'hat ithe";Practical Nurse graduating from Mid-State Technical
‘Instit‘:ute in‘Mar;hfield might fiﬁd employment at Wisconsin General Hospital in Madison
and the Madison Area Technical Gollege graciuate might find employntent at St. Joseph’s
Hospital in .Marshfield. !

The career of Practical Nursing requires the entrént to be competent,,.ih using specific
communication skills if she is going to be successful. Most employers do not have the
personnel, time or money to develop a complete on-the -job training program for the new
employee. The employer sceks graduates of vocational -technical schools because he assumes
these employces (graduates and employees often used interchangeably i.II this report) will have
those skills necessary to do the required tasks at the time of initial employment, The
employer wants to feel that the graduate of a Practical Nursing Program, a Welding Program,
Mechanical Design Program, or an Auto Mechanics Program comes to him with the necessary
job skills (including communication skills) to perform efficiently from the first day on the job.

This means that the employer neceds to spgnd only a minimum of time and manpower to

“have the new employee contributing fully and functioning as an integral part of the work




team. Hopefully, the communication skills training will also enable the initial job
entrant to advance on the job as more responsible positions'become available,
Employers are usually looking for more'than workers equipped with specific

]Ob SleS they know that the execution’ of any task succeeds or fails with the employees »

N “

ability to communicate. Nothing in the world of work is initiated or completed W1thout

. ' rd

a multi/tu-:le of communication skills being used at all levels and b}r all m'embers of the
v/ IS - . . . .

organization. o » : - _ - g - -

2

“ The marketing graduate, the machine tool operator, the medical assistant, and .

3 -

. . } ¢ ' N
the accountant must come to the employer with specmc communication. skills compctencies

s/ 5 ~ . . .
I .

. at the t1me of initial employment Writing a short report clearly and concisely may
_bea a more 1mportant skill for the marketmg stu:lent than the op°rat1ng room assistant.

The ability to listen tactfully may be a very important skill for both of these employees -

° 2

"z-é-;‘f’to be effective contrlbuting memhers in their daily job res pf)nSlbllltIES.

3

»

Employers of clerk typists, stenographers, and secretaries graduating from
- Vol
Wisconsin vocational-technical schools hiive the right to assume that these employees
will begin their careers possessing more than just typing and filing competencies.

~

»*Fhe new worker, hopefully, will arrive with a complete"storehouse of communication

skills compatencies. Skills in using the telephone effectively, using acceptable

punctuation and correct sp=lling, understanding oral instructions and‘directions, and

following up problems and giving attention to details are needed at the outset of employ-

ment,

Graduates of vocational -technical schools displaying these essential job-related

* communication compatencies from the_ first day\on the job g'i'VLlfa credibility to communicatjon
skills classes and to the total philosophy of vocational\-éteclinicrl education. Why

Y

\\\

~shouldn’t employers expzact vocational -technical graduates to Toni\e\to them with a com -~

—_




piete set of communication skills competencies for the job they have been hired to do?

Most employers are also concerned about the communication skills abilities

~——
-of the people they hire for the long haul. Competencies that may not be important at

~—

the time of ﬁitial 'employment:may be func\tionauy critical in six months or a year
_after being hired . The employer expects his em‘p‘.o"yees to move into _different work
roles as his tenure with the company grows. Usually. new job responsibilities require
a greater degree of competency in asing speci'fic communication skills or _i'equire
~competency in communication svkirlls' that/ﬁtere not needed.at the time of initial job
entry';. Writihg short reports ma;‘r’" hot have beena requirement.of the beginning
salesridan_,’ but once he is gjiven his own region or territory periodic reﬁorting beCOmes

animportant part of his,*jiob re’sponsibilities . ~
," .. I :

oo

The stenograp‘ler who m1t1a11y found her job requiring that. she be able to use the

telephoae tvnte bLlSl_HEbS letters, }proofread and edit transcrlpuon mater1a1 and be
an excellent speller and grammarian , may find after a short time on the job that her
tesponsm1ht1es have sh1fted >She ma y fmd that new ]ob reSponSIb111t1es requ1re her
to function more often in interpersonal Situations with fellow employees and customers,
lier ability to listen tactfully, handle receptions and mtroduc:;tions_, and orally give
directions and inatructions“may occupy most of her time. |

- This mtroductmn has attemp ed to 111ustrate the 1mp:)rtant task that communication

~

-skills has in the total preparation for men and women entering‘or re-entering the world

of work. It has also served to point out that 'commfmication skills must

. includé those skﬂls that are necessary for initial job success and future job

advancement Ijle/ﬁext section wﬂl elaborate or/ the problem that led to this state-wide
survéy of em ployers (supervisors) and VTAE graduates to determine the importance of

~ specific communication skills for 15 vocational -technical programs.

S

]
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CHAPTER I S :

N . THE PROBLEM

_ The problem that suggested a survey of employers and VTAE gi:aduates to determine

the impoxrtance of specific communication 4sl‘<illls com petericies for a select number of
vocational -technical programs has been introduced. It is a problem that exists for each
and every course that becomes a par{ of a specific vocational -technical program offered in

!

the state system. Itisa particular problem, however, for general education courses such

as Comrhunication‘ Skiﬁs. This is true because of the over_gll ‘p}_.iilbsophy of Wis,cons'i_n’s .
vocational ftechniéal eduqatiori s.ys.te_m: "Learn\ing for li*'v-ihg m todaiy.’»é world of work.'’
Itlwas. previously mentioned that commuhication Askill-s cduréés ‘c:lo not s’ee,m: to align -
themse_lyes with the general eduCéti(;h cbui'ses, ecoﬁom}és., american institutions , Or" |
psychology of human .xjelatio_ns because the _f:hrﬁst: o£ these tc.:ourses is general ihformation

and Knowledge of the world in which one lives. The emphasis in these general education

. courses is not on acquiring skills and concepts in order to earn a living in today’s world of

work, but to learn to live in today’s world.

Neither doés the communication skills course fit in the same category as the mathematics

.and sciehée general education courses. The applied science, technical science, and

‘mathematics courses are handmaidens for the vocational-technical programs.. Much of what

is taught in the “hvard—core”lcourses of any vocational -technical program is incomprehensible

without this mathematics and science foundation. The words ““applied’’ and “technicaﬂv’:.have
significance in proclaiming this close tie to the programs of which they are a part. A more

-

- specific tailored science course, such as metals science, or a specific mathematics course,

* such as business mathematics, indicates that mathematics and science are not gener/él

\ i

education classes in a strict sense,




Coﬂmunication Skills classes are the unique “‘Humpty -Dumpties’’ of general

education:' they do not fall into an either/or classification. Instead they must prepare

| students for living in today's world and must also prepare them for \ea:m?ing 151_ living in

| today’s wbrld of work. 'f‘he’_se are the classes Whicﬁ Te —emp’ha.t‘size the impértenee of
“comm{mications '’ as the means of men relatir.lg to man from the .pastv-to thepresent,
within the pr_eéerit, and from the present to the future. Through this abi'lit'y to commtlnieafe,

men tangle and untangle themselves from 4 never ending series of relationships with their

/

fellow men on the job and off the job.
'Much of their success in the world -of-work depends on their competencies in using

communication skills. A secretary without the skill of using appropriate punctuation,

of taking effective notes, or of responding to customers’ complaints, may find herself
. g ¢ P g P may ,_

replaced by a girl whose educational training did prepare her for these. job-related

communication skills, The mechanical designer whose communication skills class

neglected to prepare him to read and comprehend job-related technical materials, to

" expose h1m to the techniquee of leading a problem -solv’ing discﬁssion, or to fequ}re

\ ‘xl;um te use abbrefviations aed' numbers correctly in writteﬂ reports may not have the
opp-ﬁrtunity or be given the time to le'arn' these commuaication skills oa the job.

Sefrieone els’e. is always waiting in 1ineWifh the requifed competenciee in theseyskiiis.

- Someone else will have completed the same mechanical design prog‘ram‘ but that someone

. else may have had a communicdtion skills course which emphasized competenmes in }'he -
) \

- skills that a mechamcal des1gner needs in order ‘to survive the initial tr1a1 employment
. . . I

period and to advance on the job as opportunities present themselves . N

N

{

The problem of this survey is an informational one, If success on the job atg’the time

of initial employment and advancement on the j6b depend on the enmiployee's compeétencies

in using specific communication skills, then what these essential skills are and the dr.gree

. . . !
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;"to which they are important need to be identified. There are two sources which would

i
|
I
|
f

|
i
|

give,valid'input about those communication skills which are critical to job success. One
would be the vocational -technical graduate himself, and the other would be the super-
visor or foreman of specific job areas.

The graduate of a vocational -technical program who is working at a job related to

his program would be able to provide relevant response as to which commuaication

skills must be taﬁght in the éla:ssrbom . His daily work responsibilities enable him

to evaluate the communication skillé thqh he has found important in his WOlj»k and those
wﬂiqh are not important . Although.relevant inforAmation about the level o% importance

of various -c,ommﬁnicatioh skills can be .obtained from the graduate on vthe job, his
evé.luat;ipn is always as incpmvpﬂ.ete as his work experien’cv,eb. 'Iﬁifiél job .e.ntry communi-
catioﬁ skills may be far different from those skilis and their .degrée of imp:)rtance a

year‘ or five years after being on the job. An}o‘the:r prloblem» 1n é.llowing gfadlxétes on the
job.to be the primary source for information ébout fhe importance of‘speciﬁc commgni—
cation skills is their ability to be obje_ctive.- They are often nvo.t aiéva;.re of how important
various commun‘il:ation slgﬂls are in their daily work Bééause of th,eir unconscious involve -
‘ment with the sé Skills . For example, the practical nurse may not be able to objectively
judge the importance of being able to to reséond and to communicate nonverbally with

her patients. Yet', she may or may not be using this skill effectively. Neither may the .
electronic teéhnician who has been lon the jéb for only a year be aware of the importance

of being able to orally present technical data clearly and concisely. He may be using .

thié skill daily - but never have given it much significance .

v

Obtaining information from the graduate of a vocational-technical
program about the degree of importance of communaication skills’on the job, therefore,

“

would have to be a secondary source. Asa primary soucce for information, it was

v

- T 4B




decided to go to the supervisor or foreman /of a specific job area, Supervisorswould be an

excellent source for valid information because they usually obtain their position by demon-

strating competency and by also havirig moved up the job ladder through years of experience.

The supervisor would be the one person most familiar with the full rangé of job requirémerits .
The supef{riso;: st;ands in the best position to advise communiéation skills teé.chers of tﬁe
competencies required becausehe is responsible for the production and performénce of the
employees in his départment:.

Many informational surveys have used pérsonnel directors, r'nanégers, or executives
as the pfj;mary sourﬁ for responses. In the larger cofnpanies, these people are often too

far removed from the communiéation skills requirements pf the departmen/talized er\tlpioyee.
The immediate oversger of the employee’s job responsibilities would seeml to be‘t:hebbest
source, and so the imrr\i‘e\diate supervisors ¢f the employees became the .pi:imary information
source for this survey. |

Some of the vocational;technical schools have tried to make Lheu: comﬁlunication skills
classeé more»rél'evdant by hiring only communicatioﬁ skills teachers who haye had extensive
occupational experience. In realify, however, t:his-pr‘alctice, for most schools, might be
i:ather inconsequential . .The few communicafions teachers.with occupational ‘background had
their experience in only one arca, Most schools have} their students heterogeneously grouped
in the communications clas.ses while a few échoolé have homogeneous gr‘oupi'ng according to
program . Regardless of the scheduling p?:ocedure, the communications teacher with’

occupational background as a secretary or clerk typist is most often teaching communication

classes representing many programs or a program unrelated to his or her occupational

- experience. Then, too, one must question the significance of that occupational experience that

o'&:urred 10 to 40 years ago.




The reader should not feel that this present discussion is unrelated to the problém.
of the survey. The questions raised about the relevancy of faculty work background ahd

the questions to be asked next about faculty educational background are significant.
. . /

Hopefully, the answers to these guestions strengthen the premise that teachers of

communication skills must depend on su{)erVisors and employees in business and industry

" in order to develop relevant courses of study.

To point up the significance of this position, consider the following question: Who,

« \

in. most vocational -'-technical scho_g}s ih Wisconsin, is responsible for developing the
coursés of study for the various cdm'\rniunicati_on skills courses being taught? ﬁe answer
is an obvious one--the c'ommu-nication‘lé teachers themselves., In most cases the course
of study for any particular communié'ations course is the product of one ihdividual .

When a close loék is taken at the typicai educational back'gerund éf the individu‘a,l
who has been responsible for developing a communications curriculum, the need for
surveying business and industry’'s needs become grossly unéerstated. Th¢

typical communication skills teacher (as has been stated) has not had any occupational

- bavckground for the programs represented in his classroom. In addition, if he has

followed the standard academic route, he majored in college English and from there
secured a high school job teaching English. From high school he moved into a vocational -

- .

technical institute, probably having started or possibly completed his master’s degree

in English during his high school tenure.

3
y‘\

When one looks closely at his course qualifications, one fi\nds his undergraduate
and graduate degrces often amount to approximately 80%, literature and 20% writing and
speech, The vocational-technical schools get communication skills instructors who

are preparcd in little of what smacks of job and world -of -work related language skills

and concepts. Furthermore, the typical college liberal arts English major haé bheen
. _
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instructed by his own kind--men.and women who have never been outside the classroom.
The Engiish major is strong in American novelists, Romantic poets, platform speaking,

Black poetry, contemporary writers, and a host of seminars that prepare him for very
\‘ .

little that is related to the communication skills needed in today’s world of work.

Admitt_edly, some colleges and universities are calling their speech courses
communication courses, and one can now receive a degree in communications instead of
speech, but this rhetorical change has not altered the content of the courses nor the
lifelong academic experience of the professors teaching these éourses.

.Is it any w'onder, then, that many communication skills teachers wonder whether
what they alx"e,teaching comes anywhere near to doing-a haliway adequéte job of preparing
graduates of vocational-technical programs to be compztent in using specific communi-
cation skills required at the time of initial job entry and required for job advancement.

It is also interesting to note that the development of vocational -technicafprograms
at the local level.and their continued up-~dating is in part handled through on -going
advisory committees, The advisory committee concept has given significant inpﬁt to the
development of course content for the hard -core courses making up every vocational -
technical program. The ad\'/isory committee consists of employers and employees from
the program area. |

Advisory committees don’t usually concern themselves with the course content of
the communiq‘ation sk'lls classes because these classes, along with the other general
education classes, are required, and their content is-already determined by their very
existence for other ongoing programs. What is significant in terms of this survey

project is the advisory committee concept itself: itis considered important to llave

direct representatives from the world of work--employers and employees --contributing

-11 -
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their CXpeftise in developing the curriculums for the classes in a partiéular program.

This is sound direction. No one is better qualified to know what compztencies are needed

to be a business Hata processor, a real estape salesmaﬂ, a clg:rk'typist, or a mechanical
draftsman than the people working in these positions and supervising these positions,
Similarly, the researchers of this project sought to seek the advice from supervisors

and employees from throughout Wisconsin in order to determine the degréé of importance .
éf specific, cémmunication skills corﬁpétencies for.l15 programs.

Summary:

"The previous discussion has tried to analyzé the need to survey émployees and
suparvisors of the jobs related to the programs oifered in the vocational -technical
system concerning communication skills compatencies for initial employment and for
advancement on the jéb.

Some of the significant reasons for getting input from supervisoers in business and

industry about on-the-job corumunicatjon skills compztencies have bzen given. This

- . . .

information is needed by communication departments and individual communication

- skills teachers to help them determine their course content. Briefly these reasons are

Q

ERIC

Aruitoxt provided by Eic:

as follows:
[
1. Most colleges and universities do not prepare English teachers to develop
course content for cominunications classcs in VTAL institutes.

2. Most communications teachers do not usually come with extensive occupational
experience. The practice of heterogenous grouping prevents any communications
teacher from possessing the necessary on-the -job work experience in each
training program. '

3. The advisory cominittee concept functions adequately for the courses directly
related to the program major, howcever, the general cducation courses
(communication skills) are without meaningful input because they scrve all
programs.




CHAPTER III

LITERATURE REVIEW o

Lucy Crawford (1 967); Virginia Polytechnical Iﬁstitute, Blacksburg, Virginia, conducted
a five -year study titled ‘A Competepéy- Pattern Approach to Curriculum Construction in -
Distributive Education’’. This was.a very excellent study in competency -based education in
distributive education. In this study there were 983 competencies determined necessary to

sucessfully work in these occupations. The data for these competencies were obtained through

interviews with emplbyees on the job and the supervisors of these employees. These data
were then evaluated by paired ciistributive specialists.

The. compeisncies were then organized into eight areas: .advertisiﬁg, communications,
human’ relations, mathematics, merchandjsmg, operations and mé.nagemént,‘ producf and/o‘f
serviceu technology and selling. Crawford determined that next to "human relations, 'comm_unica‘tmns
is the most needed group of competencies in developing successful persons for distributive
occupations. The communications competencies included skills in speaking (especially on a
one-to-one basis), listening, gestures, anci writing as applied to use on the job.

According to “Solutions for the Seventies: An Analysis of Compstency -Based Léarning
and Cluster Collcges-—A Report of the Natidnal -Dissemination Project and the Community
Colle ges, 'a commitment to the plnlosophy of ““full opportunity’’ must be made in education
(1973). The author, Chuck Weinstock, states that the learning capacity of individuals dlffers !
so greatly that our educ_:ational institutions must be restructured to meet the needs of
individuals. He feels that if the reforms in teaching techniques of the 1960’s were indeed -
refc)‘rn1s , these réforms must be furthered by clmngés in structure in the 1970’s. Patching
and repackaging old methods and content is not enough as statistics show that we kc;:pv out, drop
out, andvturn off more people than we graduate. Weinstock also wrote thc?re should he a,‘

structure that allows the flexibility and freedom for individuals to grow intellectually and - .. .——
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. realize their educational goals, Competency-based learning might be an answer, It is
based on the belief that an individual is cducated only when he. has knowledge and understanding,
as well as the values or attitudes which enable and compel him to use this knowledge and
understanding. Degrees could then be awarded on the basis of demonstrated and verified
competence, not the basis of credit hours accﬁmulated concludes Weinstock.

Regarding the commitment to the philqsophy of ‘‘full opportunity’’ as mentioned in the
fore going study, Charles F. Nic};ols (1 970) in ‘“Vocational Education for the Disadvanmged --
Seven Years Later’’ states that “‘there is really no absolute commitment to vocational-
technical education for the disadvantaged -- nationally, regionally, or on the state or local
level. Nichols’ view is that these students must be managed with techniques different fr.om
those who have had the advantages that; make it possible for them to succeed in the present
school system ., As victims of what Nichols calls the ‘‘failure syndrome’’ the disadvantaged
studcmé have adapted. Being surrounded by failure in their family, theif friends, and their
neig&orhoéd, they are inucl'l more comfortable with failure than success. Where work has
traditionally not existed, there is little achievemeht motivation. The attitudes of many of the -
disadvantaged, formulated over a lifetime, cannot be changed quickly. Tliercfore, the need
for supportive secrvices increases rather than decreases if the disadvanta:ged arc to believe

.in the rewards of work, an attitude that is alicn t,ro them ,

The Muskegon Arca Skill Training Center took attitudinal change into account and devoted
the first sﬁ months of its program to the improvement of overall employability . The second
six months were focused 6n the preparation for specific employment, Instruction was geared
to pccupational and practical problems and the classroom learning experiences were related
to the daily needs of the students., Teachers kept in mirnd that studeﬁts nceded to change their
hasic attitwdes toward 1c;:11'r1i115;', society, and responsibility,  “Helping these kids out of their

roblems’’ was the dominant feeling expresscd by the staff, Their {indings alzo stated that
P g exy ‘
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people most casily improve upon the abilities that they have strength in:

ablllty' has an envelope or band like quality and if a persons’is in a beneficial
environment, for that person, and is given-adequatc support and nurturance
he then will have a greater chance to demonstrate environmental efficiency .

Thus it would seem, the nondisedvantaged must take risks in departing from tradition

- to help those who never profited from the tradmonal method. Thece will be some faﬂures

but also sorr_1e successes as in the Muskegon Area‘Ski] Training Center .. And hopefully,

the practical nature of competency -based learning, v ith competencies determined by the
practical job analysis of employee -graduates and supervisors of those graduates, is part of
the answerl |

Previous research in the communication skills area revealed that similar projects done
in Wisconsin were usually limited to a particular VTAE district. State -wide curriculum
evaluation surveys involving former students and employers have been completed in Mechanical
Design, Llectronics, Auto Mechanics, Civil -Highway, Civil -Structural Architectural, and
AI\.’Ietals Trades, but those projects concered themselves with a definitive survey of the skills,
tasks, and compctencies for the curriculum being studied. In these studies, communication
skills competencies were surveyed only incidentaiiy. The ma jor concern in cach of these
surveys was the degree of job proficiency required by employers for specific job-related
activitics. These surveys were not $0 concerned with identifying specific comfnunication |
skills or tasks and, therefore, merely asked how cssential it was to be knowledgeable in the
broader communicative arcas of writihg, speaking, listening, or reading.

A study done by Dickerson and Paulsen (1972) analyzed the skills needed by insurance
major graduates who had received associate degrees. The study involved 'l 69 insurance
companics who were members of the Iusurauce Company Euucation Directors S.ociety. Al
of the firms that responded to the s;.um'uy (.i;;‘!.'(‘("(l with the necessity of a.Communications 1

course. The description of Communications T was: *“The course covers an imtroduction to
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modern communications with emphésis placed on 1§1nguage‘ structure, mechanics of style,
development of iistening skill, and oral communications.”

Of the 169 companies surveyed, 35 companies were interviewed pcrsonzﬁly. The sfudy
stafes that: ‘‘Ninety pércent of fhe companies interviewed vseemed' to be impressed with the
curriculum that is being presently offered and felt that as rﬁuch emphasis as possible should
be placed on the communications courses. " Communicat_ions II was described as: ‘‘Designed
to ilnprove the student’s speaking, reading, writing, and 1istening skills. Includes writing
of business 41etters, developing a data sheét:, and writing reports.’’ This is as definitive as
was necessary foi‘ this study.

A more ciefinitive study in analyzing géneral tasks performed by workers in various
fields was ‘‘Articulation of Genéral Education and Occupational Competencies, '’ at Southwest
Wisconsin Vocational-Technical Institute by William K. Wolfe (1973). In producing curriculum
in general education courses which is supportive to the major program areas, they created
112 new course outlines, each with a task list of behavioral objectives. The methodology
employed took into account ‘‘the prescribed occupational competencies demanded by area
employment. ™’

Similar studies limited in scope (geographical and/or number of programs) have been
completed by communiéations iﬂstructors within the Wisconsin VTAE system, These surveys
were usually seminar papers completed in partial fulfillm\ex;t of the requii‘emcnts of a
master’é degree. These studics were most helpful in identifying approaches and procedures
that need to be con'siciered when designing and executing the survey of business and industry
to determine the impt;rtan;:e of communication skills competencies.

Harold Ericksoﬁ (1967) found a sparcity of research to bring communications programs
to a parallel wi:th. technical growth. He found that the constantly changing demands of industry
had brought about little change in academic arcas, mainly English. The distressing factor
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herein was that Erickson's responsges showed ;hat betwedﬁ 57.2 and 69 percent of the
technician’s time was spent in communicat:ivg skills., The result was a two-semester
Communication Skills program for the technician, designed to meet the demands of industry.

Roberta Lewis (\l 971) co;ducted ““A Study to Determine the Communication Skill
Néeds of the Vocational Student in the Basic Cqmmuni'cé.tions Curriculuin.” This study
included: five vgcational training programs: auto mechanics, diesel mechanips, machiri_e
shop, metal fabrication, and wood technics. The response to 211 quesfionnaires indicated
that reading and listening skills are of the greatest importance to the.em‘ployees in thése
areas. - \'

Glen Morgan (1973) studieid ‘‘Speech Qualification Traits Needed by Marketing
Graduates of‘Lakeshore Technical Institute.’” This study was limited to ten iﬂdustries in
Manitowoc County. The local industries stated that the grziduates of LTI had the needed
speech quelifications for suceess inb marketing positions. - (\M

David Muuric‘:c.- Radloff (1973) “*An Lxamination to Determine the English Competencies
Required of Secretaries in the Administrative , Legal, and Medical Areas with é Synthesis into
a Corc of Common Competencies to be UScd in Forming a Basis for an English Curriculum, "’
conducted a study to deterinine the English compet_cge-i\e\s rquzrcd of secretaries in the Medical,
Legal, and Administrative Secretarial areas. He also uskd the questionnaire/ inLérvic(v method,
using 50 questionnaires and 10 interviews in each of the t rée secretarial arecas, distributing
thern‘ to employers and employee/graduates. His response indicated that ‘‘the fundamentals
of English like grammar, spelling, and vocahulary are the primdry rcspbnsibility of the
cducator.” | Radloff concluded that “‘the emphasis on making school ‘fun’ and avoiding stress
on memory, amd stress on stress itsell . . . scems to be almost 180 degrees off from what

the employer wants,  Thercfore, it §s sugoested that the long-term happiness and satisfaction

derived from successful competition in the world of work is more desirable than the short-
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texm happiness of a stress—free, noncompetitivet educational.interlude, and that employability.
.enhancmg approaches be stressed v

.- Everett E Walde ,a 973) conducted ‘A Survey to Determme the Eftectweness of a
Communication Skills Course for Trade and Industrial Graduates of a Techmcal Vocatlonal-

School.’ He sent out 221 questionnaires from the District One Technical Vocational School
at Bau Claire, Wisconsin, eliciting informationl‘from employers and employees on the percentage

.

- of their work that requiredoral«or written performance how ‘many employers required additional

traimng in the commumcatlon area, and how the mstructmnal aspect of the. course could be
" .

- changed to better prepare the employee for future work The results of the survey revealed

that over 50% of both groups suggested that more oral and wrltten pract1ce be given to the

P
students at technical ~vocational schools . Walde concluded as follows

1. The ma]or areas of madequacy reported by the employer and felt by the
employee are in writing reports and business letters and in oral presentat1on
of mater1al : o

Approximately 509 of the respondents are involved in written and oral
‘communication in their present work.,

3. _Approxunately one -third of the employees are- required to attend some
type of communications class . .

4, About SO% of the employee,s and employers suggested more training
be given in the areas of oral speech and reading, mechanics of
‘punctuziivn and sentence structure and w “1tten work.
This review of literature in 1974-again revealed that the sparcity of research in

. commuinications skills as was found by Harold Erickson in 1967,
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CHAPTER IV

DESIGN OF THE STUDY

The Proposal

The title of this project is ‘‘Developing a List of Competencies for the Communication
Skills Area.”’

- The project‘prOposal' states-the problem as follows: o , -

At present many communication skills 1nstruct:ors are presentmg those
competencies that tiiey feel necessary for the graduates to possess. It

is important that these communication skills instructors be. provided

with a compilation of communication skills that the students must possess -
upon leavmg school if they are to be efficient and/ effective employees .

This project will make a major effort towards determining the communica-
tion skill competencies that graduates of the sixteen Wisconsin Vocational,
Technical and Adult Education District Institutes should possess.

The project proposal stated that the following‘seven things would be accom’pli‘ShedL '

Review the literature
Interview comimunications instructors

.

.

.

Interview program graduates and employers :
Ana]we the findings from the instrument and interviews
Synthesue the resalts

.Disseminate the results .

.

.

N N Ul W N

Developmg An Instrument S .

Identifying Skills. The most beneficial part of tal kmg to con.munications instructors
h . t .

throughout the state (beyond realizing their concern for communications as a full -fledged

discipline and their ideas about methods and approaches) was the collection of specific

communication skills. Some of these skills were mentioned in conversation; however, most

of them were obtained from the courses of study and outlines that were being used in the

schools~that the researchers visited,

Develop an instrument which would be sent to program graduates and employers

-




Other tasks or skills were found in the fo’llowing comniunication skills surveys:

Ve

(Complete documentation found in Append1x A, p.79.) o
Erickson, Harold P. *“‘An Effective Enghsh Program for the Techn1ca1 School

. Lake Catherme L. ‘A Survey of Busmess Sc1enpe Industry and Research
for the Purpose of Ascertaining the Desires and Needs of Potential’Employers
Relative to Speech Education for the Technician at Oregon Technical Institute,”
: _ , :
Lewis, Roberta P, ‘A Study to Determine the Communication Sl\ﬂl Needs of the
Vocational Student in the Basic Cominmunications Currlculum

Morgan Glen Michael, “Speech Qualifications T1a1ts Needed by Marketmg
Graduates of Lakeshore Techmcal Institute,

Radloff, David “‘An Examination to Determine'the English Competencies
Required of Secretaries in the Administrative, Legal and Medical Areas with
. a Synthesis into a Core of Common Competenmes to be'Used in Forming
a Bas1s for an English Currlculum !

k w1

Walde, Everett E. ‘‘A Survey to Determ ine the Effectiveness of a Communication
Skills Course for Trade and Industrial Graduates of a Technical Vocat1ona1
School, "’

Additional tasks or skills were identified by examining the textbooks ‘on speech,

' ,communications, composition, rhetoric, reading, ‘listening, and group discussion

found‘in the Instructional Resource Center at Mid -State Techu‘ie.ai Institute., Wisconsi'n

Ra p1ds J Another source used for gathering oommunioation skill}s was a search of

approximateiy 25 documents obtained through a computer scan of the literature related“

to the study that had be’en claSSiﬁed in the ERIC s'y_stem; (These studies and reports.
are documented in Appendix B, p. 81.) |
From the :above sources, a list containing over 100 communication"skills or tasks

was developed. (This list appears in Appendix C, p. 84.) The problems of other surveys

dictated that in order to receive significant returns,” the number of items on the instrument

should not cxceed 50. This was to prevent the respondent from becoming discouraged

<

by the length of the survey and then tossing it into the wastebasket .




. Another concern was to have each item’ in the study worded for the least possible

t

misunderstanding. The _research teé.m felt that the terminology used to iden‘tify‘the specific

. ¢ommunication skills had to be gene‘ratl, but at the same time it had to identify e snecific
skill. | The following procedure was nsed to identify the skills with minima‘l ambiguity and
also to reduce the total ntimber of skills to approximately ferty skills. -

1. The Communication Department (four instructors) at Mid-State Technical

' Institute met three timcs to reduce the skills to approximately 40; This was done
primarily by eliminating duplicate skills and dovetailing related skills into one state -
mient, This group also paid close attention to ithproving the wording of the statements,

A sample questionnaire of the 39 rem—eining skills'was duplicated and field-
tested with 20 individuals in different employee and.Supervisory roles in the
communities of Wisconsin Rapids and Stevens Point. These people were asked
to criticize the wording, eliminate skills, and add skills to the list, -

[

3. The same sample questionnaire was distributed to every faculty and management
team member in Mid-State Vocational, Technical and Adult Education District -
{about 70). A cover letter (See Appendix D, p. 88) requested that each of them
complete the questicnnaire from an occupational— point of view,

4, A further refinement was completed in two sessions of an ad hoc committee made
up of staff members of Mid-State Technical Institute. This committee had
representation from each one of the five cluster areas of the survey: Business
Technical, Secretarial Science and Related, Industrial Vocational, Health '
Vocational, and Technology. (Identification of these members is fom}d in Appendlx
E, p. 93.)

5. A final approval was received from Mr, Roiand Krogsta\dr, Educational Consultant,
State VTAE Board, . '

|
l

The final 40-item survey resulting from the procedures outline&\ above is found in
Appendix F, p. 95. It will be noted that a Likert scale was used to determine the degllee of.

importance of the 40 communication skills. Both employers and VTAE graduates of these

programs were included in the state-wide survey. This necessitated that different cover letters

accbmpany the surveys, different identifying lahels be used in the upper right-hand corner of

the surveys-and that two different sets of instructions be developed.




el

A copy of the coyer letter and questionnaire sent to supervisors (employex_'s) is in Appendix
F, p. 95. A copy of the cover letter and questionnaire sent to VTAE graduates is in Appendix
+ G, p. 101.

For those who did not reply to the‘ first mailing, a second-‘co.ver letter-and .questionna‘lire
was distributed. The questionnaires for the first and the second malhngs were identified.
The cover letters for both first and sccond mailings were 1dbnuca1 with the exception that
the cover letter on the second ‘mailing contained a small rectangular box in the upper right
hand corner w_hich contained to the words “Help' -We \‘eed Your ReSponse to Make

Communication Courses RELEV.ANT ."’ This rectangle and words within the rectangle were red

in color. (See Appendix H, p. 107.)
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PROGRAMS SURVEYED

At the same time that the communication skills to be studied in the survey were
‘ /

Being determined through the process described in the previous section, it was necessary

. to determine which programs offered througlout the Wisconsin VTAE system were to be

surveyed and héw these 'prOgrams would be clustered.

Sampling VTAE graduates and employers of VTAE graduates for all the programs

offered in the state VTAE system in order to develop a list of communication skills compe -

tencies would be difficult. The resources allotted to the project did not enable & comprehensive

sampling for all the designated programs. Associate degree programs, and vocational diploma

. programs offered in the Wisconsin VTAE zéystem total slightly over 250.

| Because this was to be a state -wide survey (sampling VTAE graduates and efnplroyers
from all 16 dist.ric'ts by mail and personal interview) it was felt that two criteria were of
utmost importance in determining which programs to‘be surveyed:
1. The programs surveyed would have to be offered in at least 5 of thé 16 districts.
2. The programs \\}0t11d havé to Be occupdtionally related so they c‘ould b¢ clust_ei'ed.
By applying the above two ctiteria, five élusters of instruction containing a\total of ?;5
programs ré’mained. |
A primary consideration in the final.reducation was whether meaningful responses could
be received from a mailed questiqnnaire-. The final clustéring included majdr instradiunal
divisions - -Office and Distribution, Secretarial, Industrial Machine, Health, _a}nd Industrial
Technology --and also maintained at least two programs and no more than four programs in

any of thie final five clusters to be surveyed. A total of 15 programns would be.surveyed. The

15 clustered programs that were to be included in this survey are as follows:

»
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BUSINESS CLUSTER

10-101 Accounting
10-107 Business Data Processing
10-104 Marketing

SECRETARIAL CLUSTER

-

31-106 Clerk Typist
.31-106 Stenographer
10-106 Secretarial Science

INDUST RIAL MACHINE CLUSTFR
31-421 Mechanical Drafting
32-421 Mechanical Drafting . .

31-420 Machine Tool Operation -
32-420 Machine Tool Opcration

HEALTH CLUSTER
31-510 Practical Nursing
31-509 Medical Assistant

31-512 Operating Room Assistant

INDUSTRIAL TECHNOLOGY CLUSTER

10-605 Electronic Technology
10-606 Mechanical Design




) B " TYPE AND SIZE OF SAMPLE

It was decided to randomly sam plel both VTAE grdduatcs and empioyers of VTAE
graduates of each of the 15 programs being surveyed. Approximately 35—50 supervisors
and 35-50 VTAE gra;duates were randomly selected for each of the 15 brograms . Itwas

* felt that a minimﬁm of 20 responses i)er program \x;it‘mn each response group-—VTAE
graduastes and em plo‘-.f'er‘s-— was neéessary to ihsure meaningiul results; Also, it was felt
- that the 35-50 sample size would resultlin the 20 responses per cell.

When & VTAE district in the state VTAE system is designated to conduct a state-wide

survey, the names and addresses of VTAE graduates and the names and addresses of employers

are obtained from each of the sixtecn districts through a letter from the Wisconsin VT AE
Director .

For this study, the letter sent by the state board to each ()‘F the sixteen districts
identified the project, explained its intent, and requested tvo things:

1. The names and addresses of graduating students from June, 1973.

2. Follow —l.lp Reports for 1972 and/or 1973;

Ivery district did lnot ofier each of the 15 programs to he surveyed; therefore,
accompanying the letter to cach district was a sheet listing the 15 programs and specifying

the number of names and addresses needed for those prograies offered in that district.
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CHAPTER V

RESULTS OF THE STUDY

Upon ‘receiving the nén1es and addresses of VTAE graduates, it became evident that
there were not »enough_.graduates of Mechanical Drafting Ii to studykthe Mechanical Drafting
11 Program. | It appears that the student who would determine to purcue the Mechanical
-Drafting 1I vocational diploma program imstead clects to pursuc the Associate Degree
‘Mbechanical Design Program. This reduced the number of programs studied from 15 to 14.
Also, because émployers (supervisors) of Machine Tool I and Malchine Tool‘ II Progranl

graduates would have found it extremely difficult to determine any real difference in the needs

" for communication skills between Machine Tool I and Machine Tool II VTAE graduates, this

data was combined frén; the supervisors (employers) of Machine Tool T and Machine Tool II‘ |
VTAE graduates, |

Table 1, on the following page, presents the number of instruments sent and the
number and percent of instruments retufned. |

Table 2, p. 24, presents the rank order and mean resbonse for each of the forty
communication skills competéncies within programs and program clusters according to the
respdnses of VTALE gfaduatcs.

Table 3, p. 25, presents the rank order and mean responsc for each of the forty
communication skiils competencies within programs and program clusters according to
responses of supervisors (employers).

Tabies 4 through 16, pp. 27 to 39, present in rank order the mean response for each

of the forty communication skills competencies within the 13 -program arcas (Note: Machine

Tool 1 and Machine Tool 1I were combined) as determined by employers.,
Tables 17 through 30, pp. -1 to 51, prosent in rank order the n.can respousc for cach

of the forty competencies within the L4 -program arcas as determined by VTAL graduates,
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Table 1

L

NUMBER OF INSTRUMENTS SENT AND
NUMBER AND PERCENT OF INSTRUMENTS RETURNED

L]

EMPLOYERS

~

EMPLOYEES

No. Sent  Returned

% No. Sent Returned %
BUSINESS TECIH CLUSTER 155 117 ¢Sy 128 106 8397
Accounting 59 40 68% 48 35 73%
Data Processing 4 42 | 95% 36 3 89%
Marketing 52 35 | 67% 44 39 897,

i '- i
SECRETARIAL SCIENCE & bo136 91 |69 131+ 98 75¢;
RELATED CLUSTER
Clerk-Typist | 53 | 34 |64y 15 | .38 Fac
Stcnographer 3 33 a2 35 27 71e
Secrctarial Science [ 47 27 579, 45 | 33 73, ¢

INDUSTRIAL CLUSTER | 145 | 77 |ss¢ | 138 51 379,
Mechanical Drafting I 66 ‘ 39 59¢ © 38 18 31

Machine Tool I & II Combined L 79 . 38 |4 - ; -
Machine Tool I - . - - E 40 19 187
Machine Tool II - - - 39 3 4 33%
HEALTH-VOC CLUSTER 127 | 79 ;625 96 64 | 67
Practical Nursing 39 3l | 795 29 2 |72
Medical Assistant 55 25 | 455 33 21 | 8%
Operating Room Asc . 33 23 ] 08 f 34 ! 19 5657
TECHNOLOGIES GLUSTER 76 s6 |7 ol 63 6O
Mechanical Désigu L _19 ______ 25 70, R 28 65",
 Electronic Technology - T 25 |78, 18 35 T3¢




E

A study of Table 2 and Table 3 reveals that within programs VTAE graduates and
emplovers responded very similarly, as both groups gave high ranks to similar com-
3 & 8 & -

petencies and low ranks to similar competencic Also by comparing ranks and mean

—w

responses within competencies and between programs, it hecomes apparent that for

purposes of instruction in connnnaicstion skills it is pussible to cluster programs,

O -23a- . /"8

RIC |

Aruitoxt provided by Eic:




Table 2 . .

RANK ORDER AND MEAN RESPONSE OF THE FORTY COMMUNICATION SKILLS COMPETENCIES
WITHIN PROGRAMS AND PROGRAM CLUSTERS ACCORDING TO RESPONSES OF VTAE GRADUATES

THE FOURTEEN PROGRAMS AND FIVE PROGRAM CLUSTERS

/ 5& /;
39 s / <
e /' § //\»'r ' $
/& )& 3
J & / *EX ‘70 5
COMPETENCIES & & 3 S
& :fe‘ " 5 _g:*\
7
7'6:\?” ,\,é’\? >é: & § &
. oy o > )
16 jas (@) [jeo) @) |a9 (a5 . @15 | as)
Adapt written word usge to the job situation g.o)o" g.z)s 3.41 |[3.45 | ]3.37 [3.14 l4.00 2,74 [2.92 |j2.87 4.52 | 3.42 | 3.
D) an 1.5 (@ Uiesy  [als) [a9.5) ® a0 [[anh @ (15.5)| @o.
Adapt spoken word usage to the job situation (;_,-,. 3.4 (4.3 413 [z (407 3.3 [B.B 3.44 | 3,47 |3.46 [|3.46 471 | 3.92 | 4.
- T~ as.s Ffao  [as  [d6.5 ([ e 6.5 a5y [[an
Use the votee etfectively and pronumnctation of words correctly $% |5 oo ! 200 |3.85 |a.ss [B.oor ||| 37|28 f2.62 [f2.88 e
- ) 9.5 [(12) (8) (14) (7.5) [(8) 10) (23) (23) (22) 22) 1 2 1
., Maintain confidentiality concerning job-related informatjion 4.49 3,94 4,15 4.19 3.7 4.37 4,27 4.12 3,12 2.44 2.38 2.65 (4.)86 i‘)m i,)
(12.5) [(21.5) |(14) (13.5) (2) (7.5) |(13) (6) (26) (25) (30) (26) (20,5) | (9) ¢
, Use the tlephone effectively 394 |3.05 leao 374 | je.42 437 ez (W30 |[[dos |2.05 [1.77 J[2.25 3.9 | 4.38 | 2.
. on . @6 |61 1@33.5) Hen @30) [Goy |63 30) @) | @.5 |6o .[[@3) 10 25 ®
Refpond to pon-verbel’ (Body languege) 2.46 .25 |2.79 2.50 2.50 2.50  12.24, |[2.44 2,11 1.79 1.77 1.89 (43)8 gl)ii 4 )
Complete job-related forms (Applications, purchase requisitions. (12.5) {(24.5) (1) 12) (15.5) | (15.5) |(19.5) {jA7) 17.5) | 22) (20.5) {|(20) @n 20) 23
invoices, sales xeceipts, orders) 3.94 13.03 l440 |l3.82 H|3.68 |3.96 [3.73 |[3.79 {[]3.33 |2.47 |2.46 [12.75 3.48 | 3.52 | 2.4
. 27 20y 1(20.5) ||(26) @) [en @@ |[e2 VIR R EEAE) - 1 I
Handle receptions and tncroductlons competently @ |9 laso faas lljsae 370 (s fsao [[f2.61 f1.74 j2.00 213 gre R 19
Remember essental information 1) (2) (5.5) || 1) 4.5 (5 (4) (5) 1) 3.5) (@) (5.5) | (1) W)
4.66  |4.50 |4.38 |l4.51 4.50 |4.44  [4.33 14,42 4,28 |4.42  [4.15 [}4.28 462 | 4.75 | 4.
Take potes eff L 23.5) 1200 |20.9 |]@3.9 |{ [as.5) Jan  fa®  Hae 2L.5) | 20.5) [23) [|(23) @2 9 | o
notes effectively 3.37 13.22 l3.50 |3.36 3,68 13.93 3.79 3,80 3.17 12.53 2.23  {j2.64 3,3)6 (35)4 2.1
Write a business letter 29 [6® |62 [[e3 22 [@2.5 [ [je3) (36.5) | 37.5) [(36.5) |i(38) @ | o2 | @
2,97 12,22 [2.m |l2.67 3.24 }3.48 {3.42 1}3.38 1.89 {1.37 [1.31 [j1.52 205 | 2.33
19.5) {{28) }(30.5) 127 @@5) [@n 1@26.5) [|26) (28) | (24) 33.5) /(28 25 26 26
Use abbrevistions and numbers in report writing 355 |2.88 |2.92 (341 |||3.03 lz.8s 1312 ls.o0 [[]2.89 [2.16 162 [R2.22 (37)1 (3.0)3 (2
@ (a3 a3y (a3 [[{eo ey jes e a5} ae.s |an |fa2 L
Give mstructions orally 3.43 [3.69 |4.11 3.74 3,13 3.0 {2.97 3,03 3,67 [3.37 3.31  {]3.45 (4124 f; 22)5 9,0
{6) (3) €9} (3) (5.5 [©) 3) (5) 1) (2.5) {(3.5) {|(1.5) (4) (3.5) | 3.
Undezstand oral instructions 4.3 laas [4.30 |lass {{le.32 [4.5 1436 441 []14.50 [4.26 }4.15 ]}4.30 4.67 | 4.58 | 4,
(28 | (24.5 |35.5) [{(28) (32.5) |69 |61 33) (17.5) [(13.5) | @) 10) 23 a1 3
Interpret and explain graphic {llustrations (graphs, chearts, mbles) 3.03 3.03 2.74 2.93 2,11 1.93 2.36 2.13 3,33 13.00 4,23 3.52 (35)1 (2_4)3 g
@L.s) |3 16D e 9 {@22.5) |[14.5) |[@0.5)]I @9 | @0 (27.5) [}32)
Proofread and edit written communications >4 |2.s6 |2.61 |2.62 ||{3.63 [3.48 [|s.00 l3.70 {}|2.78 [1.32 j1.92 p.01 (23_47)6 (23.(?0 i"
@6Ls) |6 jes |62 @y e {8y |je2 (36.5) | 35.5) [(33.5) || GB6) @) | 68 | @
Write a gencral report 2.8 12.50 [2.45 [lz68 lllz.0s [2.07 [2.30 |l2.14 {{l1.80 J142 [1.62 |j1.64 20e | e | 1.
3.5 [ 2 @ ) ) ™ @) @ |esn |0 1.5 (5.5 | .5 | (9
Work cooperatively with other employecs v37 l|ise 447 llaan {137 la7s |e30 Jlaa7 |]]4.33 {426 [4.31 [8.30 e | os | 4
ter)) (34.5) (27.5 [ {63 (37.5) { (39) (38) 39) 38) (34) 35) 1|6 @an (39) (3%
Orpanize and lead a conference 2.34 1250 |3.00 [ 2.61 1.76  [1.31 {1.67 |]1.58 1.83 f1.58 - [1.46 |}1.62 2.48 | 1.52 | 1.
(14) (8) (15) (1) (12) (13) (1) (15) 8.5) |(6.9 ja2,5 | 3)
Question individuals to clarify jnformation a8 laeos |4.00 J3.os |[[3.8¢ |4.04 [s.ss 3. [[]3.04 [2.84 [3.23 J]3.34 A Gsal s
(25.5) |(15.5) | (16) (18) (&)} (11.5) | (9) 9) (20) (18.5) |(24) (21)
Use Grammar correctly 3.31 |3.44 |3.97 [|3.57 4.16 |4.07 [4.33  [l4.iv 3.22 |2.74 |2.08 || (2.68 (32(;'05) 112)3 g"
, an  [an [a® {9 5.5 @ i) i3] 4.5 [(20.5) |d9) || {16)
Spell correctly 3.57 |s.31 |3.79 }3.56 4.32 [4.59 [4.67 |l4.53 jj[3.e0 | 253 jrs4 |[2.89 f%)s 16305@) (31!
Pctoste @30 |ee @ {an 7.5 |us.% | (1.5 [la3) G | (13) 5.5 [|G1) aLs| @ |
2.8 J2.44 12,97 l2.7 3.58 |3.9 (415 13,90 2,61 |1.63 [2.00 ||2.08 214 | 3.20
Express ideas clearly and concisely an M @) (7 (17.5) | (21) (11.5) |K19) 4) ) (7.5) || 6.5) (15.5) [(14) (14)
’ 4.00 [4.19 | 442 [{4.20 3.58  |3.54 l4.15  |[3.76 4,29 |3.42 3,62 || 3,78 1l14.10 [4.00 3.7
19.5) [(14) (24) || @15 || |6 @61 @0 (31) (4.5 as) (14,5) || (14) @0 |@ |23
Present technfcal daw ovally 3.53 [3.48 | 3.22 |3.41 2.29 |2.15 f2.61 |[2.35 3.61 |2.89 2,92 | 3,14 3.24 [3.21 | 2.4
Read to comprehend job-related and technical materials (15) 9.5) (22) (15.5) || |(26.5) |(28) 25) (28) () {an.sy 9 (15.5) | (21.5) | (16}
3.71  |3.94 | 3.43 {}3.69 2.82 |2.& [3.15 [|2.93 3.78 |3.37 3.54 1|3.56 419 [3.42 |3.2
Lead a problem -solving or informational discussion group G8)  1@1) (33.5) 11 (36) 39 140 (39.5) 1] (40) @35) | 27.5 (32 | (34) @35) (37 | @4y
232 |2.63 | 2.79 [}2.58 1.74 [1.27 [1.58 |{1.53 2.00 [1.79 1,69 [[1.8 2,71 |1.65 [1.5
Participate In a problem-solving or informationsl discussion group (2347)4 :(,260)0 (23%'25) (22:)9 i‘-“% ?58)8 (23'(5))6 (1359)4 (2335)0 (12(2‘ (22(1.6 5) (2252)7 §265)2 §32 (2291
(21) (15.5) | U7) (17) (28) | (26) (26.5) |{(27) (19) | (2) (16) (s)  ftae 27 18]
Listen for main idean 3.44  |3.44. |3.95 il3.61 2,79 {2.92 |a.a2 [l2.04 3.28 [3.26 2,77 3.0 L&, (21))(, 2
©) (27) 26 s i lany  an @ an (8.5) | (1) (a0) | (24) |[wer (8 | (30
Prepare written work neatly 1 |29 |38 {34 3.07 la.12  Ja.1s  |la.00 3.9 (174 1.7 [2.48 [j3.43 [3.79 |2.0f
Skim for pertinent Information (25.5) |(23) @25) 125 (26.5) | (24) @) ([ @31y |6y @75 en (|l [en |es
331 PBa3 321 fla 2.82 [3.04 1 3.30 ||3.05 2.6 1,74 1.92 2,00 !i3.38 [2.58 |[2.3
) P — ‘ ¥
Lead and participate in a business meeting (Parliamentary procedure) (2‘%)0 (2‘%)0 (23‘93),,, i f;.li)z Y ?.(;1)6 (13 ?8 (11‘;5‘ 5) ‘1'; 2)1 (1123)6 ‘13 17 5) ‘1“ ;)q (1“)3)3 (24%)0 i“i)s §393
[ - 3.5) ) (9.5) 1(4) 20) (14) (16.5) [1(18) (6) (4) (S) (4) 12 (5) @.
Understand occupational terminology 4.37 4.31 |4.290 '14.32 3.42 4.0  |3.88 }|3.77 4.22 {4.16 3.92 [|4.10 la,81 {4.54 |4,
Read aloud effectively (39) (39) (35.5) 1|(39) (32,5) }(32) (34) (34) (40) {(35.5) _[(38) (39) (38) (33) (32
2.03 2.03 |2.74 [j2.27 2.1 |22 |29 [j211 1,50 [1.42 1.23 |[1.38 2.2¢ {2.22 1.
Recosnize fact from opiaion (23.5) | 21.5) | 19) i} (23.5) |} 1(29) (29 (29) (29) 26) (3.5 [a7.9)]{a9 (18) 1 (28) (20
S 3.37 3.19 {3.53 }{3.36 2.74_ 12,73 12.85 2,77 2,94 }3.00 2.62 |lz.85 |ll4.10 1 2.74 l3.1
” ar * t
L tactfull i) a2 .5 jao O] (6) an  |je (11.5){ 5 7.5) || 6.9 .5 an @
taten tactfully 4,09 3.75 |4.29 |[4.04 4.1 |4.38 4.6 [{4.22 3.67 |4.05 3.62 |[3.76 |l'4.52 4.29 41
™ 5.5 (& ) ® O e ) @ [ ® {1 G) am an (8
E \I.‘C"‘""“ to detatls e lags 491 fl426 fjaas (422 433 e 430 {394 Thss |l4.06 |'4.38 404 4.9
B ' - ™ ) @) @5 1@ [0 @™ a2.5 || ® 13 - (®) ©
riabl k load (s) (5.5) ) i ‘
ava e work loa 4.26 4.25 4.33 4,28 4.39 4.44 4,55 4,46 4,00 [3.67 1.2 3.63 1_29 v4.46 ;43
Farticipate In a conference (33) (30) [27.5) || GO (37.5) | (36)  [(36). (36) a3 @9 (36.5) || @27 .(24) (34) (30
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THE MOURTEEN PROGRAMS ARD FIVE PROGKAM CLUSTBR3
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Spell correctly 13) @1) (23.9)}1 (22) U] @ {4 .50 1(19) (22) (20) (10) | o) | (16)
. 3.90 [3.07 | 3.71 | 3.56 4.36_|4.67 |4.30 4.44|] B4l [z ff3.l 4.42 | 4.95°] 3.70
P " (26) (36) (27.9) | (31) (11.5) {(13) (12.5) - i (12) (33) (34.5) [](33.8 (28) [(26.5] (31.5
e : 3.50 [2.78 | 3.49 )| 3.25 3.97 l4.27 |3.93 4.06[0 j2.56 [2,10 ]j2.38 3.43 | 3.08 | 2.30.
- . o 9 - a lesh lan Jue  |ass Janil le  [® (6) ) fae 1 ad
Express (deas clearly and conclsely s 1 1 1S 1a6s a0 378 [la.mf {397 |35 |[a.ss]l |4.35]3.68 |3.01
Present technical data orally (29) (18) (32.5) {|(25.5) (33.5) {(31.5) " {(34) 32.58 [(25) (16) (21) (27) | (30) (24)
_ . 3,35 [3.71 3.27 || 3.44 2,18 {2.63  (2.19 2.33)] [2.92 B.22 3.071] 13.45]1 2.40 | 3.09 ]
. (25 |9 (22 15 25.5|e2n e [es 3.5 as.5  flus.sll e e | as)
Read to comprehend job-related and technical materials s liar | 5o | oe e e laaz| s laaz |l3s7)] [3.0] 803 | 5.

! . * 38) (23) 36 34.5 39) 39 (38) (39) 36) |(32) @335) @35) | (37 (33)
Lead a problem -solving or informational discusslon group 2.73 3.38 .(3.2)1 (3.10) 28)2 (2'1)3 1.85 1.93 2.28 [2.25 2,27 2,74 | 1.80 2.17.
Participate in a problem -solving or Informational discussion group ;3'31)0 ) ‘(31 96)9 :(!291)7 gzi)z f7322)1 (23-?1 (2323)6 . (322 3 g): : (23(29 (222;)7 (2223 ‘:(31"47)7 (22?4)6 (2298)3
Listen for main ideas ’ (16.5) 1(14) a3y [ a3 {| e (20 o 2 | {a3.s [10.5 || an -en | en | a9

: 3.80  [3.98 |3.97 {301 ]|3,38 [345 3.7 3,521} 13,72 (3,79 3,77 3.04] 3.32 | 3.57 |
~ (14) 0.5 | @a.5] @ (1.3p{an an an if jeo  |@3) (22) (23) 1 (18.5) { (25)
Prepare written work neatly 3.88 |3.40 |3.71 .f3.66 | 13.97 [4.30 407 |l4.11]] 13.36 [2.73 3.0s)f 13.87] 3.56 | 3.04
im £ ' ’ (24)  [(23) @0 fies.s | @2 |8 e 27) i} 123 |) (24) 29 | @n -} @
Sikim for pertinent Information 3.63 (3.38 | 3.31. 3.44 1.41 |3.18 3.1l 3.23|| |2.97 [2.89 | 2.9 3,391 3.17 | 2.96
; ' ' 37) : 38 38 || | @0 1(40)  |(40) @0 (| 139.9 |67.5 |} @8 (39 | (39 36)
Lead and participate in a business meeting (Parliamentary procedure) .(;_7-;)5 (233)0 (28)0 (26)5 i .71 12,03 1.64 1.79 1.85 [1.92 1.89 2,10} 1 _7)2- g .7)8.
as)  ja2) (19 (14) (13.5){(22) ~ |(24) 19 an ™ n 2 | ® 6.5
Understand occupational terminology 3,75 |4.05 3_8)5 t3.88 3.01 |3.88 |3.63 3.8]] 13.79 }4.05 3,92 4.35[-4.40 | 4.35
(30)  1:40) @0y a0y || |ee.s leey (39 @8 || [av.o) 139 (3% (38 | 34
Read aloud effectively 2.38 ‘2,1() 2.49 2.32 2,00 2.15 1.78 1.9 ]1.85 |1.84 1.85 2.42 if»)() i‘;’6
: fact from opinion : - ao)  |as) as) j () 27.5) (25)  {(26) @) |1 fen a0yl am gl 1 a3) 22,5 | (2)
1.0% 3.93 3,91 3.95 3.18 13.48 13.26 3.31 3.87 13.79 13.83:0 |4.32: 3,24 3.43 1
= Ly v f——
l: MC olly & : (8) (10.5) | (9) (8) o) (1) 10) 9.5} {(1s) [{5) i ® | @.9E (8,5)
. . 4.15  W.07 4.09 | 4.10 4.03 14.30 14.15 4.16{1 |3.69 j4.13  1[3.90 | 14.68 4,36 | 4.26
Give ateention to details L @ o @ o ] e o |@ © 1@ o e (6 @ |65




.

RANK ORDER AND MEAN RESPONSE OF THE FORTY COMMUNICATION SKILLS COMPETENCIES
WITHIN PROGRAMS AND PROGRAM CLUSTERS ACCORDING TO RESPONSES OF SUPERVISORS

TH‘E THIRTEEN PROGRAMS AND FIVE FROGRAM CLUSTERS

(16) 16y (3.5 [l15)
3,87 3.67 {3.42 ||3.55
(13) (9) 9) (%) .
3.97 3.82 [3.87 [j3.85 . . K
prrectly (20) 26) 2s) .jl26) s { (13) (13) a4) || 125) (33) (28.5)
3,79 2,85 |2.68 {2.77 4,03 | 3.3 | 3.9 {{3.94]] |3.04 }3.00 [3.02
tion 4) 1) (11.5){(20) .S [l® "1 o 1.5 [ 12) 10.5) [l
: 4.55 |4.38 | 4.17 [B.36 4.66 3,77 13.05 -|i3.41 4.8 | 4.76 | 4.87 |j4.m20t |3.79 |3.8% .82
(12) (25.5) | (6) 17) (8) (21) - {(26) 23) ag) | @ (11.5) ]] a0) 19) (23) 21
3,95 {3.29 |47 || 3,80 4,27 3.31 [2.66 .92 4.03 | 4,52 | 4,04 [[4.20]] [3.43 |3.28 3.36
(40) (39) (32.5) || .{39) (30) (38) |@40) 40) (20y (22.5) | (10) (18) (38) (39) (39)
2,20 |2.17 13,27 || 2.54 2.59 1,97 [1.68 a3 |l l3.07 } 3.2 | 409 {13,771 12.29 |2.12 2.20
isitions, ) @n | a2 (18) (18) 22) {118 19) G | 6.5 en ksl la® (32) (22)
4.08 |[3.21 |4.00 |} 3.76 3,82 3.28 [3,19 (p.24 3.07 | 3,08 | 3.35 |[{3.17]} }3.46 |3.04 3.25
- 27) (33.5) | (i0) -(24) (22) (34 |[(27) (28) (26) "} (20) (28) (24) (31) (36) (35)
3.48 |2.98 |4.06 }} 3.50 3.65 .J1 12.5¢ [2.64 2,59 |V i3.s5 | 3.38 | 2.87 {i3.27 i {2.68 |2.67) 2,67
@ 1® (1) (1.5) (4.5) (S [¢] 3) 3) (5) (5) (5) 3) 2) @)
4,38 |4.43 1 4.43 || 4.41 4441} {4.18 |4.27 4,23 )| 14.74 | 4,42 | 4,52 ||4.56]} |4.29 4.8 4.23
(22) (10.5) | (26) (19) (15) (8) (18) (16) (18) Qa7 (23) (20) (20) (18) (g
3.65 {4.07 [3.54 | 3.75 s.oll 13.85 [3.19 lj3.52}| 14.08 | 3.67 | 3,17 [}3.62] [3.32 13.67 3.49
1 (19.5) | (35) 20.9) ] @7 (21) (31) |(36) 33.5){1 140) (32) (39) 39 [ [28.5) {(25) (28.5
3.70 |2.79 (3.80 )l 3.43 3,714] |2.64 l2.11 2.38 {| |2.08 | 2.33 | 1.57 |j1.98]] j2.82 |}3.22 3.02
(35) @7 (39) (37) (29) (29)  }(31) (30) (30) (28) (30) (31) ) (38) @37
3.00 |2.67 |27 |1 279 2.66|| 12.72 |2.28 Jl2.s0| [3.19 | 2.96 | 2.50 li2.ssji}2.36 12,338 } 2.35
(15) wn 20.5) {1 (16) (25) (18) |(12) a3.si| {ae as | asffa i tas (12) (13)
3.83 J3.;3 |3.80 [ 3.82 3.41|| {3.51 P3.62 3.57 |} W.19 | 3.83 |.4.04 [}4.0210113.75 [3.82 3.79
() ™ @ | 6.9 3 @ T [ |||les §® ) @ @ 6.5 1@
» 4.20 [4.26 | 4,23 || 4,23 4.45(0 (4.21 | 4.19 }14.20 68 | 4.46 | 4.61 |l4.58)) 14,39 (4.1 4.25
(31.5) '](25.5) 1 (34.5)] (32) (34) 17 as a9l 3» o 17) 14 7
s, tables) 3.8 |3.29 |3.26 || 3.24 oorll fo.ee | auao {faar || bos | €0 | S 1153 018 s
(28) (30) @25 || 29 20) |19 (8.5) (14) @7n | 34.5 [|@Dn || |36 (31) 40) |{@6) || |(28.5) |(34) (32.5)
3.43 3.12 | 357 |l 3,37 3,56 4,00 14.19 3.92)0 '2.79 | 2.19 |[2.49 | lo.s3 | 2.38 | 1.48 {[2.13 )1 [2.82 }2.93 2.88
(31.5) |(20.5) | (31) (30) (31)  {(29) (30) ERRIED) (30) (32) (34) (36) 37.5) | 35) | |27 @26 | @n
3,18 |3.40 | 3.29 |l 3.29 2,29.02,72 12.48 2.50]| 2.62 | 2.31 |{2.47 || 2.97 | 1,091 | 1,74 [j2.21 | [2.86 |3.21 3.04
@ @ 1) (1.5) @ @ 1 (2) 2) ) ) DT 1o TGRI) (1) e 0
135 a4 | 440 |44 4.50 |4.67 |4.59 4.50(0 ta.s1 [ 4,41 |4.46 hh H.2r ) S50 | 4.87 |[l4.73 ) [4.64 (4.32 4.48
{36y 33.5) | (27.9)|{ (36} (38) |(3%) 37) 37) 37 33) (36) 31) | (38) (31.5) {{(32) (33.5) |(29) (32.5)
.80 " |2.98 | 3.49 [l 3.09 1,97 [2.36 {1.93 2,09f] 2.26 |2.22 |[|2.24 3.10 } 1,75 | 2.30 j[2.38 | [2.61 [3.14 2,88
{19.5) |(5) (17.5) || (10) (21)  {(24) an (23) W11.5) | (15) (12) 15 | 12) (17) (15) (11) (14) (12)
3.70 4,31 3.89 3.96 3.53° 13.61 3.78 (3.64f] 3.77 |3.41 3.59 4.16 | 3,88 | 3.65 1)13.9% 3.82 [3.79 3.80
22) (28) (17.5) |} () (9 (8 (12.5) {f 9.5)| (29 (24) (25) (16) | (15) (20) a7n (22) (29) (24)
.65 {3.19 | 3.89 |l 3.57 4,12 [4.42 13.93 4.16}] 12.95 |2.70 |{2.83 4,10 |'3.79 | 3.52 |{3.80{| [3.21 [3.14 3.18
7E)) (31) (23.5)}] (22) (7) 3) 4) 4.5)|{ (19) (22)- (20) 10) | qo) (16) (1) (26) (24) (25.5)
90 [3.07 3.71 il 3.56 4,36 14.67 4.30 4444 p.a1 2.8 |31 4.42 | 425 | 3,70 {l4.12 jl |2.93 13.25 3.09
(26) (36) (27.5){] (31) (11.5) {13) (12.5) | 12) (33) (34.5) {[(33.5 (28) | (26.5)] (31.5) j|(30) (35) (35) (36)
3,50 {2.78 § 3.49 {] 3.25 3.97 l4.27 [3.93 4,06t [2.56 |2,19 }j2.38 3.43 ) 308 | 2,30 2.4 | {2.56 J2.70 2,58
(5) 8) 6 (5.5) (17)  H16) as.sy lan [©)] (8) 6) 11y I (16) (14) (13). (7.5) }6.5) ¥
4.28 :.)24 i.)n 4.23 3,65 4.00 [3.74. [/3.83| |3.97 | 3.95 ]13.9 4.39| 3.68 | 3.01 }]3.99 [j|4.00  }3.96 3,98
(29) (18) (32.5) 1(25.5) (33.5)|(31.5) {(34) (32.5)]{ 1(25) (16) (21) n | @o) (24) (28) (21) (19) (19)
3.35 P71 3,27 | 3.44 2.18 12,63 {2.19 2.33!1 {2.92 [3.22 3.07 3.451 240 | 3,09 [12.98 {{]3.30 |3.61 3.45
(25) (9) (22) (15) (25.5) |(27) (28) (28) (13.5) (13,5) [3(13.5 (22) | (25) (15) (22) (€) 6.5) 6)
3.58 4jd.17 3.79 || 3.84 3.21 13.25 [2.89 3.12'| |3.72) }3.42 3.57 3.90f3.13 | 3.7¢ [13.59 || {4.07 }3.%6 4.02
(38) (23) (36) ||(34.5) | (39)  }(39) (38) (39) 36)  [(32) 33) 3% | 67, | €33 (34) (36) (29) (34)
v 2.73  ]3.38 3.21 || 3.10 1.82 (2,13 11.85 1.93 | l2.28 |2.25 2,27 2,74 { 1.80 | 2.17 [|2.24 |l |2.41 3.4 2,78
sion group (33 (as) ey | (28) Gy |Gy 16 |e2.5)] |60 |28 (27 @) [en @ |[en |[[GD | @05 |f@s.5
3.10  3.69 | 3.47 }l 3.42 2.21 {2.41 12,36 2.33:| |2.69 ([2.57 2.63 3.77] 2.46 | 2.83 |[{3.02 ||]2.63 |3.54 3,09
(16.5) ((14) (13) (13) 23) {(26) '(20) (24) || }(13.5) j(20.5) 1) @) | @n (19) 1) (16) (14) (16)
3.80 13.98 3.97_J 3.91 3,38 [3.45 3.73 3,521] 3,72 13,79 3,77 3.04]3.32 | 3.57 [|{3.61 [{}3.59 [3.79 3.69
(14) (205 | (23.9)§ (20) (11.5) j(11) (1) (L 20y [(23) (22) 23) ["s8.5 1 (25 @3) i |z» 20.5) || (20)
3.88 3.40 3.71 3.66 3.97 {4.30 4,07 4.11[1 i3.36 12.73 3.05 3.87] 3.56 3.04 3.49 3.15 3.54 3.39 C
(24) (23) 30)  [|(25.5) (22) |(28) (2D @n (23) |1) (24) (29) | (24) @n  |i2s5.9]) 29 (22) (23)
3.63  [3.38 3.31 || 3.44 3,41 [3.18 3.1 3.23{} (2.97 f2.89 2.93 3.39] 3.7 | 2.96 |{3.17 }{|3.11 -|3.29 3,20
37 (38) (38) (38) (40)  140) | (40) (40) |1 1(39.5) [(37.5) (38) (39) 17(39) (36) (40) 39) 37 (38)
ry procedure) 2,75 {2.40 2,80 || 2.65 1.71 [2.03  |1.64 1797 .85 1,92 1.59 2,100 1,72 [-1.78 |{1.87 || |2.07 |2.57 2.33
(18) (12) 19) (14) (13.3)1{22) | {(24) 19) ) |0 N (12) | (6) 6.5) [{(® (7.5 [@.5) (5)
3,75  [4.05 3.85 |l 3.98 3,91 3.88% [3.63 3.all 13.79 [4.05 3.92|! [4.35] 4.40 | 4.35 [}4.37 |[|4.00° }4.11 4.05
a9y 40 an oo || Ja6.» feay, (39 @8 || [39.5 {6B9 (39 a8 [Tam 1 @ 1e |40 @ 40
2.38  [2.10 | 2.49 [ 2.32 2,00 ‘2.k5 {1.78  |11.98]] |1.B5 1.8 ' 2421160 | 1.96 }11.99 ili1.96 |2.11 2.04
Q (10) (15) nzy (11) (27.5) 7%} (26) (26) o laos)y || ao fl § a3 @25 | 2D ORIIEE) (10.5) 1 (14.5)
: 4.03  3.93 3,01 |l 3.95 3.18 [3.48 (3.2 3.31|| [3.87 |3.79 | 3.83}! |4.32, 3,24 | 3.43 | 3.66 i]i3.67 3.8 i|3.76
EMC ®  {10.5 (9 @) aoy a1y o) .50 {as) |6) N | 4.5 (8.5 1. (6) 1 Tan (11.5)
4.15  W.07 4.09 | 4.10 4.03 14.30 |4.15 1,161 [3.69 §4.13  i[3.01 | 14.68 4,36 ;4.26 |[4.43 |'{3.85 .:3.68 3.76
(4) (1) @ e G 1@ 3 2 |4 @ @ Ty ©.5 |0 145 1) )




3. 2.

" y N U3 . 1y o - L DA | B EALLER ELTE | nidtd Re'BO J.30 | .02
g \ ; i Bl (11) (16) %) 9) 13.5) | (14) (15.5) |j(3) (L)) [ (9) M 141). 1 (8.5
Adapt spoken word ustge to the job situation {4.00 |3.88 |44 [f.00 ot laas taas a7 || (3.2 |37 fss |} {4521 q.ou | 426
Use the voice effectively and : ' . 22 32, (15) 23) i (1) (20) (22.5) {(20) (26)- | (25) (26) as) 1 (3 a3)
volce effectively and pronunciation of words corxectly B 158, (s bs: || Bos 5.9 |aer |30 || [o.es |26s forr || 14.08 | 3w | 306
"Mainta 1 . « 4 ®) “&4) o o [To Tl arLsjeo pwsHiim |a | as
in confidentiality concerning job-related infarmation 4.)55 iés a7 1k 36 458|470 | 4.69 |le.66 3.7 |3.05 - [B.41 PROTRE DR
Use the telephone effectively . ' (12) (25.5) | (6) 17 @ |o (7 (8 1) |@e) 23) (18) 2) 11.5)
: o : 3.95 13.29 ja4.7 |l 3.8 4.26 |4.33 | 4.22 -|}4.27 3,31 {2.66 .99 4,03 | 4.52 | 4.04
Re to non-verbal cor (40) (39) (32.5)§f (39) 30) | (31.9) t (29) (30) @38 |60 k0 (20) (22.5)] (10)
spond to non-verbal communication (Body ':“3“‘3") 2.20 |2.17 |307 || 2.54 Jf 1 2.53 |2.63 | 2.60 |l2.59 }| {1.97 |1.68 [h.83 || {3.97 | 3.24 | 4.09
Com[ilete Job-related forms (Applications, purchase requisitions, 9) 27 (12) (18) (18 (1) (14) (18) (22) Q 8)» Ile) 32) (26.5) | (22)
invoices, sales teceipts, orders) 4,08 [3.21 |4.00 || 3.76 3.62 (3.4 |3.89 |j3.82 3.28 [3.19  (B.24 3.07 | 3,08 | 3.35
' " " 27) 33.5) | 1oy (24) (25.5)| (18) (22.5) [l(22) (34) [(27) (28) (26) 20) | (28)
Handle receptions and introductions competentiy . 3.48 2.08 £.06 3.50 -3.21 {4.06 3.67 3,65 2.54 (2,64 2,59 3455 3.38° | 2.87
Remember essential information (2) @ ) (.5) © 1@ (5.5 4.5 & {2 @ |l |@ (5) (5
) ) 438 la.43 [443 Ja.a1 ] |4.38 [4.67 [4.26 4.44)] {418 /]4.27 4230 fa.74 | 440 | 4,52 -
. T -
: (22) (10.5) | (26) (19) F(19) 1(1l) (15.5) || (15) (8) (18) . (16) (18) 17) (23) |
Take notes effectively ‘ 3.65 |4.00 3,54 § 3.75]i [3.58 |4.30 la.ss | 3.91 3/45 3.9 - {352 )| [s.03 | 3.67 | 327 |
- 19.5) | @395) 0.3} en 24 |ae @) (21) BL  |@36) @3.5)|] {40 (32) 39)
Write 8 business lerter _ 13.70° 1279 Paso || 3.43)f 13.32 {400 [3.1 |} 3.1}}/J2.64 |21 3l2.38 | 203 | 2.33 | 1.57
do [I en 29 |@o) | @D enfl Jean |en @0 e | eo | G
Use abbreviatians and numbers in report writing - ) (3350)0 (2376)7 1 a.n 2,79 2.85 {2.70 2,42 2. é 2.72 12.28 2.50 3,19 2.96 2.50
. (s) 17 @0.5) ] 16) 27.9[(3) (2% 25) s [(12) a3.s] a4 4) | (11.%)
Give instructians orally 3.83 :(;a)a 3i%0 [ 3.8 3.18 {3.67 |3.37 é 41}t |3.s1. [3.62 3.57 | 4.19 | 3.83 | 4.04
Unsderstand oral instructions S LO N [O) @ &9 [@& |© 6.5 || @ @) 3. h@ 4.5) | @ | &
4.20 [4.26 | 423 |l 4.23 4.44 |4.64 14,26 4.451) {4.21 14,19 |[4.20]] M4.68 | 4.46 | 4.60
" : (31.5) 1(25.5) | (34.5)] (32) 35y 1(33) (34) (34) 17) g jaz.9{ 1G63) 34 3
Iocerpret and explain graphic illustrations (graphs, charts, tables) {314 1359 | 396 || a.24 || |2.09 |2.44 [2.09 [ 2.24]] [3.62 [3.19 [[3.1 |} o6 (20)‘ oy
[Prootread and edit writteri communications 28 |60 s | @9 @0 |19 {85 || a4 ] jen | @5 [jEey | j@e). | 6L ] ¢40) -
3.43 1312 KFg57 l1337) |3,56 [4,00 {4.19 3,92} 2.79 }2.19 l{2.49 |{ |2.53 | 2.38 | 1.48
Write a general repart © {ers) 0.5 @) (30) ey |1 (6o [[enl] ‘e, Jeo (lea J e (36) | (37.5)
. 3.18 [3.40 [3.29 1 3.29 2.29 |2.72 :2.48 2.50]] (2.62 }2.31 |l2.47 ]} p.97 | 1.91 | 1.74 |
) . @) - (1.5 (2) 3) (2) @) (1) (1) 1) 3 K2) 3) (1.5)
Work cooperatively with other employees ) (43)35 _f)“ 4.40 |} 4.41 4.50 [4.67 }4.59 4.50]] |4.51 |4.41 [|4.46 || 4.8 4.50 | '4.87
Organize and lead a conference : (36) ;{333 | 7.9 36) @ les) 1@ @7 @n | @3 [{3e ey 1 es ) @Ls)
2,80 - {2.98 |3.49 || 3.09 1,97 [2.36 }1.93 2.09{] 2.26 |2.22 |[2.24 3.10( 1.75 | 2.30
Question individuals to clartfy information : 19,5 {(5). a7.8)]| aoy | 1@y j@4) a7 (23) ar.s) [ as) Ifazy’ as |any | an
3. 4.31 13.8 [l 3.9 3.53 {3.61 |3.78 3.64)( 13.77 |3.41 []3.59 4,16 ["3.88 | 3.65
Use Grammar correctly (22) (28) (17.5H¢ (21) 9) (8) 12.5) {l 9.5} 1(24) (24) (25)’ %) {~us) (30)
. 3.65 |3.19 | 3.89 | 8.57 4.12 |4.42  |3.93 4.16{] 12.95 (2.70 |i2.83 }| | 4.10 | 3,79 | 3.52
Spell correctly ' -~ | (13) @31) 23.5)1] (22) [GER(:N 4) “.9)] 19 (22) (20) 10 | a0 |.ae)
. - [3.90 [3.07 {371 |l 3.5 4.36 |4.67  |4.30 {44y B.41 J2.8 [{3.11 4.42 | 4,25 | 3,70
i (26) (36) 27.8]] (31 1.5 [13)  {a2.5 || a2 (7 | G4.5) @350 | 28 | @6.5)1 31.5
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o (5) (8 6 (5.5) a7 |ae) s.s) fan (6) (8) (6) (1)  (1e6) (14)
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. TABLES 4 THROUGH-16 ON THE FOLLOWING PAGES PRESENT THE
RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED DY SUPERVISORS WITHIN EACH OF THE FOLLOWING THIRTEEN AREAS:

Table 4 Accounting (16-101) p. 27
Table 5 Data Processing (10-107) p. 28
Table 6 MNarketing (10-104) p. 29
Table 7 .Clerk Typist (31-106) p. 30
Table 8 Stenographeyr (31-100) p. 31
Table 9 Secretarial Science (10-106) p. 32
Table 10 Mechanical Drafting (31 -421) ) p. 33 .
Table 11 Machine Tool Operation (31-420/32-420) p. 34 '
-Table 12 Practical Nursing (31 -510) p. 35
Table 13 Medical Assistant (31 -309) p. 36
Table 14 Operating Room Assistant (31-512) p. 37
Table 15 Electronics (10-603) p. 38
p. 39

Table 16 Mechanical Design (10-606)
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. Table 4

RANK ORDER AND MEAN RESPONSLE FOR FACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS OF ACCOUNTING (10-101)
GRADUATIS

(1)*  4.55%* Maintain confidentiality concerning job-related information

(2) 4.38 Remember essential information
(3) 4.35 Work cooperatively with other employees

(4) 4.30  Give attention to details

(5) 4,28 Expre;‘}ss ideas clearly and concisely

(6) 4.20 Understand oral instructions

(7 4,18 Adjust to a variable work load

(8) 4,15 Listen tactiully :
Complete job-related forms (Applications, purchase requisitions, invoices,

% 4,08
sales receipts, orders)
(10) - 4.03 Recognize fact from opinion
(11) 4,00 Adapt spoken word usage to the job situation
(12) 3.95 Use the telephone effectively
(13) 3.90 Spell correctly
(14) 3.88 Prepare written work neaily
15) 3.83 Understand oral instructions
(16.5) 3.80 Adapt written word usage to the job situation
(16.5) 3.80 Listen for main id. 18 .
198) 3.75 Understand occupational ierminology
(19.5) 3.70 Write a busiress leiter
(19.5) 3.70 Question individuals to clarify information .
(22) 3.65 Use the voice effectively and prenunciation of words cor rectly
(22) 3.65 Take notes eficctively
(22) 3.65 Use Grammar correctly
(24) 3.63 Skim for pertinent information
(25). 3.58 Read to comprehend 1ob -related and technical materials
(26) 3.50 Punctuate
(27) 3.48 Handle receptions and intreductions comipetently
(28) 3.43 Proofrcad and vdit written communications
(29) 3.35 Present technical data orally ‘ )
(30) 3.20 Participate ina conference
(31.5) 3,15 Write a coeneral report
(31.5) 3.18  Interpret and explain graphic illustrations (graphs, charts, tables)
(33) 3.10 Participate in a problem-solving or informational discussion group
(34) 3.05 Write a formal, documented report

(35) 3.00 Use abbreviations and numbers iif report writing

(36) 2,80 Organize and lead a conference

(37) 2.75 L.cad and mrtu m.n ¢ in a business mecting (Parlinmentary procedurce)
(39) 2,73 Lead a problem =inivine or inforn.aticnal discussion group

(39) 2,58 Read alaud eiseetively

(40) 2,20 Yeepond Lo nonverbal conanunicaiion (Pody languige)

“Raalc Order
““NMean response o a 5-point Likert soeale when 5 pnmts were awerded for each Extromely

h.mmhm! renponse puml o im s\’:w‘_' nymuyi 1111‘ 3 ‘unm\ for I‘ voartant, LRy ,LI RE Lm T

M()de dtcly Impormm, and 1 point for Not gmnt .




Table 5

RANK ORDER AND MIAN RESPONSE IFOR EACH OF THE FOR’fY COMPETENCIES
AS DETERMINED BY SUPERVISORS OF DATA PROCESSING (10-107)

GRADUATES
1 4,062 Give attention to details
(2) 4.48 Work cooperatively with other employees
(3) 4.43 Remember essential information
4) 4.38 Maintain confidentiality concerning job-related information
(5) 4,31 Question individuals to clarify information
(6) 4.30 Adjust to a variable work load
(7 4.26 Understand oral instructions
(8) 4,24 Express ideas clearly and concisely
- (9 4.17 Read to comprehend job-related and technical materials
(10.5) 4.07 Take notes effectively g
(10.5) 4.07 Listen tactfully
12y  4.05 Understand occupational terminology
(13) 4,060 Adapt written word usage to the job situation
(14) 3.98 Listen for main ideas
(15) 3.93 Recognize fact from opinion
(16) 3.88 Adapt spoken word usage to the job situation -
a7 3.83 Give instructions orally
(18) 3.71 Present tecluiical data orally
- (19) 3.69 Participate in 2 problem-solving or inforinational discussion group
(20.5) 3.40  Write a general report
(20.5)  3.40 Prepare written work neatly
23y 3 .38 Lead a problem -solving or informational discussion group v
(23) 3.38 Skim for pertinent information
(23) 3.38 Write a formal, documented report
(25.5) 3.29 Use the telephone effectively
(25.5) 3.29 Interpret and explain graphic illustrations (graphs, charts, tables)
(27) 3.21 Complete joh-related forms (Applications, purchase requisitions. invoices,
 sales receipts, orders)
(28) 3.19 Use Grammar correctly /
(29) 3.17 Participate in a conference
(30) 3.12 Proofread and edit written communications
(31) 3.07 Spell correctly
(32) 3.02 Use the voice effectively and pronunciation of words correetly
(33.5) 2,98 Handle receptions and introductions competently
(33.95) 2.98 Organize and lead a conference ‘
(35) 2.79 Write a business letter
(36) 2.78 Punctuate
37) 2,067 Use abbreviations and numbers in report writing
38) 2,40 Lcad and participate in a business meeting (Yar lmmcnt‘lrv proccdulu)
(39) 2.17 Respond 1o non-verbal communication (Body languag e)
(40) 2.10 Reard aloud cficetively
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Table 6

RANK ORDELR AND MEAN RESPONSE FFOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS OFF MARKETING (10-104)
GRADUATES '
1) 4.43 Remember, essential information
(2) 4.40  Work coopexatively with other employees
3) 4,29 Give attention to details
4) - 4.23 Understand oral instructions
(6) 4.17 Maintain confidentiality concerning Job -related information
(6) 4.17 Use the tclephone effectively
- (6) 4.17 Express ideas clearly and concisely
(%) 4,14 Adapt spoken word usage to the job situation
©) 4.09 Listen tactiuily g
- (10) 4.06 Handle receptions and introductions competently
(11) 4.03 Adapt written word usage to the job situation
12) 4.00 Complete job-related forms (Applications, purchase requisitions, invoices,
‘ sales receipts, orders) : . '
13) 3.97 Listen for imain ideas
(15) 3.91 Use the voice effectively and pronunciation of words correctly
(15) 3.91 Recognize fact from opinion
(15) 3.91 °  Adjust to a variable work load
(17.5) 3.89 Question individuals to clarify information
(17.5) 3.89 Use Grammar correctly
(19) 3.85 Understand occupational terminology
(20.5) 3.80 Write a business letter
(20.5) 3.80 Give instructions orally
o (22) 3.79 Read to comprehend job- -related and teclmical materials
(23.5) 3.71 Spell correctly
(23.5) 3.71 Prepare written work neatly
(25) 3.57 Proofread and edit written communications
(26) 3,54 Take notes eficctively
(27.5) 3.49 Organize and lead a confercence
(27.53) 3.49 Puncruaie v
(29) 3.47 Participate in a probleni-solving or informational discussion group
(30) 3.3l Skim for periinent information ' ’
(31) 3.29 Write a general report
- (32.5) 3.27 Respond to non-verbal communication (Sody language)
(32.5) 3.27 Present technical data orally-
(34.5) 3.26 Interpret and explain graphic illustrations (graphs, charts, tables)
(34.5) 3.26 Participate in a confercnce o
- (36) 3.21 Lead a problemn -solving or informational discussion group
(37 2,88 Write a formal, documented report
(33) 2,80 Lead and punmnltc in a business meetino (Parlismentary procedure)
(39) 2.7 Uise abbrevirtions and nuinbors inoreport writing
(-+0) 2,49 Rewd aloud citedt i*.'cb,'
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Table 7

RANK ORDER AND MEAN RESPONSE HOR FKACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS OF CLERK TYPIST (31-1006)

(1)

(2)

(3)

4)

(5)
(6)
(7)

(8)

(9
(10)
(11.5)
(11.5)
I-‘I 3 5)
(135)
(15)
(16)
a7)
(18)

(19)
(20)
(21)
(22)
(23)
(24)
(25.5)
(25.5)
(27.5)
(27.5)
(29)
(30)
(31)
(32)
1(33.5)
(33.5)
(35)
(36.5)
(36.5)
(38)
(39)
(10)
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.58

.50
.47
.44

.41
.38
.36
.20
.12

.03

.97

.97

.91
o1
.79
74

.65

.62

.58

.18
.18
.85
.53
.29
.21
.18

.18
.09

.00

.00

.52

71

GRADUATES L

Maintain confidentiality concerning job- lbldt(’d information
Work cooperatively with other employees \ ’

Adjust to a variable work load - \

Understand oral instructions \

Give attention to details \
Remember essential information .

Spell correctly \ ,

Use the teiephone effectively \

Use Grammar correctly "

Listen tactfully

Punctuate

Prepare written work neatly

Adapt spoken word usage to the job situation -\
Understand occupational terminology : \
Adapt written word usage to the job situation

Use the voice cifectively and pronunciation of words correctlv
Express ideas clearly and concisely

Complete job-related forms (Applications, purchase requisitiéns, invoices,
sales receipts, orders)

Take notes effectively

Preofread and edit w ‘ritten communications:

Question individnals to clarify information

- Skim for pertincnt inforn.ation

Listen for main ideas

Write a business letter .

Handle receptions and introductions competently

Read to comprehend job-related and technical materials

Give instructions orally

Recognize fact froin opinion

Use abbreviations and minubers in report w riting

Reepond to non-verbal commmication (Body lanyuagc)

Write a general repori

Participate in a problem -solving or informational discussion group
Present techpical data orally

Participatle in a confcrence

Interpret and explain graphic illustrations (graphs, charts, tables)
Read aloud cffectively

Write a formal. documentéd report.

Oreanive and lead a conicrence

Lead a problem ==olvine or infoco atioaal discission gronp

Lead and participate ina business weeting (Pavlianentasy procedure)




Table 8

RANK ORDER AND MEAN RESPORSE FOR FACH OF THIEE FORTY COMPETENCILS
AS DETERMINED BY SUPERVISORS OF STENOGRAPHY (31-100)

(1)
(3)
(3)
©))
(%)
(6
(7
(&)
)
(11)
(11)
(11)
(13)
(14)
(16)
(16)
(16)
(18)
(19)
(20)
(21)

(22)
(23)
(24)

25)

(26)
(27)
(2%)
(29)
PRI
| (31.3)

(31.5)

(33)
(34)
(35)
(36)
(37)
(26

(;‘, ( :\,

(103

O

"ERIC

Aruitoxt provided by Eic:

4.70
4.67
4,67
4.67
4.64
4.52
4.48
4,42
4.33
4.30
4.30
4.30
4,27
4,15
1.09
4.09
4,09
4.06
4,00
3.97

3.9+

3.88 .

3.67
3.6l
3.48
3.5
3.5

v
i
.
-1
—~
—

-

o
e O
[ ST

BRI NI
. e N
e
[

[ o]
o>

o
—

— - b S T3 1

.‘.,V.
JOR 801
N
PLENTERGE I 1

~—

3
-

GRADUATES

Aaintuin copfidentiality com erning job-1rolated information
Remember essential norimation

Worlk cooperatively with other cmployees

Spell correctly

Understand oral instructions

Adjust to a variable worl. lead

Give attential to details

Use Grovinior cosroeih

Use the telephone erfcctively

Take notes effectively

Prepare written work neatly

Listen tactiully

Punctuate

Adapt spoken word usage to the job situation

Adapt written word usage to the job situaticn

Write a business letter

Express ideas clearly and concisely

Handle receptions and introductions competently

Proofread and edit written communications

Ure the voice eifeetivels and pronunciation of words correctly
Complete joh-rolated forms (Applications, purchase requizitions. invoices,
cales receipia, orders)

Understand occupational terminolory

Give instructions orally

Question individuals to clarify information

Recoenive fact from opinion

Listen for wain ideas

Read to comprehend job-robated and iechnicel marerials
Skim for pertineni inforn.ation

Vrite a general report

Thee abbheoviotions ord moondors 19 e norl woritines

Respond (o nor=verond eontouniosdion g0 40 faagnioe)

Present technical duta orally

Interpret and cxnlain graphic illustrations (graphs. charts, tables)

Participate in a preblemn -solving or mfornational discussion group

Organize and tead a conference

Participate in a conference

Write a formal, docuented report

Read alond offertiya by |
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Table 9

H

RANK ORDER AND MEAN RIESPONSE FOR FACH OF THE FORTY COMPETENCIES

AS DETERMINED DY SUPERVISORS OF SECRETARIAL SCIENCE (10-105)
GRADUATES
(1) 4.69 Maintain confidentiality concerning job-related information
(2) 4.59  Work cooperatively with other cmployees' '
3) 4.33 Give attenticn to details
4)- 4.30 Spell correctly '
(5.5) 4.26 Remember essential information © -,
(5.5) 4,25 Understand oral instructions '
) 4.22 Use the telephone eficetively
(8.5) 4.19 Prootread aud edit written comnunications
(8.5) 4.19 Adjust to a variable work load
10) 4.15 Listen tactiully
(1) 4.07 Prepare written work neatly
(12.5) .3.93 Use Grammar correctly
(12.5) 3.93 Punctuite _
(14) 3.89 Complete job-related forms (Applications, purchase requisitions, invoices,
sales receints, orders) ;
(15.3) 3.85 Adapt gpoken word usage to the job situation
(15.5%) 3.55 Take notes effectively
(17) 3.78 Question individuals to clarify information ,
(18.5) 3.71 Adapt written word usace to the job situation
L (18,9 3.7 Foraess idecs clenty ond concisely
(203) 3.75 Lizten for main ideas
(21) 3.7 Wieite a tusiness Tettor
S(22.58) 3.07 Use the voice eiteciively and promunciation of words correctly
(22.5) 3.07 Handle rfeceptions and introductions competently
(24) 3.63 Understand occupational terminology
(25) 3.37 Give instructiens orally
(243) 3.20 Decoonire facet fren: opinion ¢ m
27 3.11 Stim fer pertinent inforn.aiion
(2%) 2,000 Read to corprohend job-ccioted and technical materials
(29) 2,60 Respond to non-verbal connmunication (Nody langung)
(3 P Vorite @ oot gl renot
“n 2,02 Usie Groroviations ant munbois in report writing
32 2.30 Participate in a problen -solving or informational discussion group
(34) 2.19 Inferpret and cxplain graphic illustrations (graphs, charts. tables)
34) 2.19 Present technical daia orally
(34) 2.19 Participate in a conicrence
(30) 2.08 Write a formal, docammented repoit
37 1.93 Question individnals o clarify inforimation
(38) 1,65 Leved aoprellen=solvin s or inerrmiona] discussion greoim
(KR 1.7x Road alewd cho tiveds
(-ih) I.of Lot cud participote in g bvine s ectime (Qartioentary procednre)
_gp. O3
Q

ERIC

Aruitoxt provided by Eic:




Table 10

RANK ORDER AND MMEAN RESPONSL FOR BACIH OFF THI FORTY COMPETENCILS
AS DETERMINED BY SUPERVISORS OF NECHANICAL DRATFTING (31 -421)
GRANDUATILS

o
ot

Work c (mt,cr«u vely with other auployees
Give attention to details

Understand oral instructions

Remember essential information

Adjust to a variable work load

Express ideas clearly and concisely

(1)
(2
@)
)
(5)
(6)

N W
- O

Nolar il
~N O oo

4
4
4
4
4
3
3.8
3
3
3
3
3
'3
3

(7 37 Recognize fact from opinion
(8) L85 Tale notes cifcetivels
9 .82 Adapt spoken word usage to the job situation
10) .79 Understand occupaticaal terminology
(11.5) .77 Maintain confidentiality conceruning job- ~related 1nforma,t10n
(11.5) .77 Question individuals to leruv information
(13.5) .72 Read to comprc}*cnd ]oh rdatcd and technical materlals
(13.5) .7 Listen for main idee
(15) Listen tactfully
(16) Adapt written word usagze to the job situnrtion
17  Interpret and explain graphic illustrations (graphs, charts, tables)
(18) 3.51 Give instructions orally
(19 3.41 - Spell correetly
(20) 3.36 Prepare writien work neatly
(21) 3.31 Use the telephoue ciivaiively
(22) 3.28 Complete job-relaied forms (Applications, purchise reauisitions. invoices.
sales roceirts, ordors)
(23) 2.97 Skim for pertinent information
(24) 2,95 Use Grammar correctly
(25) 2. 92 Present technical data orally
(20) 2,85 Use the volee eficetively and prosvaciation of vords correatly
(27) 2,79 I'r \)OHL’J(I ond edfit writien comnaenications
28y 2,77 Participate ina cenferonce
(29) 2,72 Ure abbreviations and wanbess m yepoart writing
30) 2.69 Pacticioote it g problen -volving o ernation dicciesion croup
(31) 2,04 Voite o buadaener fetter
(32) 2.62 Write a gencral report
(33) 2,56 Punctuate
(34) 2.54 Handle receptions and introductions competently
(35) 2.4 Vrite a formal, documented report
(30) 2.258 Lead a problem -solving or informaiion discussion group
37) 2,20 Oreanize and Tead a contference
38 1,47 Poopomd to son el conaemiereion (e Tase o)
39.53) onn Poad apd onrtio Bt prs T e s e ting o Hoeniirs pros ey
(39,5 I, Flend aloont oo ooy
. o
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Table 1'1

RANK ORDER AND MEAN RFSPO\SE FOR EACH OF THE FORTY CO\’IPETEI\CIES
: YJETERMI\IED BY SUPERVISORS OF MACHINE TOOL OPERATION (31 -420/32 —420)
%-' : GRADUATES B

(1) 4.41 Work cooperatively with other emp_lo,yeeé _
- (2) 4.27 Remember essential information s e e
(3) 4.19  Understand oral instructions.
~ (4)  4.18  Cive attention to details
_(5) 4.13  Listen tactfully )
Adjust to a variable work load o . .
Understand occupational terminology ) o
Express ideas clearly and concisely © . .
Adapt spoken word usage to the job situation - e
Listen for main ideas
Recognize fact from opinion.
Give instructions orally . :
Adapt written word usage to the job situation
Read to comprehend job-related and technical materials
Question individuals to clarify mformation
Present technical data orally
' Complete job-related forms (Apphcauonks purchase requisitions, invoices,
sales receipts, orders) o .
Take notes effectively ‘
Interpret and explain graphic illustrations (graphs, charts, tables) .
Maintain confidéntiality concerning job-retated information
$kim for pertinent information . '
Spell correctly
epare written work neatly -
Uge Grammar correctly ,
Use the voice effectively and prommciatlon of words correctly
Use the telephone eftectively
Haridle receptions and 4dntroductions competently
Participate in a problem -solving or inforrational discussion group
Participate in a conference . '
Write a gencral report
Usc abbreviations and numbers in report writing
Lead a pfoblem -solvirig or information discussion group
Organize and lead a conference
Proofread and edit written communications
~ Punctuate
Write a business letter
Lead and participate in a husiness meeting (Parhamcntarv proceduge)
Write a formal, documented report - 4
Read aloud cifectively
Respond 1o non=verhal conimunication (Body lanmugc) .
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_. Table12

RANK ORDER AND MEAN RESPONSE -FOR EACH OF THE FORTY COMPETENCILS/

AS DE I‘LR’\H\ZI :D BY SUPERVISORS OF PRACTICAL NURSING (31 -510)

" GRADUATES
4.8 Maintain conﬁdcntlahty concerning job-related information
4.81 Work cooperatively with other employees . '
4.74 Remember essential information
4,68 Undexstand oral instructions
4,68 Listen tactfully . R
4.60  Adjust to a variable work load N
4,52 Adapt spoken word usage to the job situation
4.47  Give attention to dc tails ~
4.45  Adapt written word usage to the job situation
4,42 Spell correctly
4,39 - Express ideas clearly and conc1sely
4,35 Understand occupational ternunology
4.32 Recognize fact froni opinion
4,19 Give instructions orally
‘4,16 Question individuals to clarify information
4.100. Use Grammar correctly
4.03 - Use the voice effectively and pronunciation of words correctly
4,03 Use the telephone effectively - ' ‘
4.03 Take notes effectively -
-3.97 Re$pond to non-verbal commumcahon (Body 1anguap;4)
3.94 Listen for main ideas N
3.90 Read to comiprehend job- related and technical materials
- 3.87  Prepare written work neatly ‘
3.77 Participate in a problem -solving or mformatlonal d1scusmon group
3.60  Participate in a conference
3.55 Handle receptions and intr oductions competently -
3.45 Present technical data orally '
3.43 Punctuate
3.39 Skimn for puuncnf 1nformd110n
3.19 Use ahbreviations and munbe rs in report writing
3.10 ' Orcanize and'lead a conlerence
3.07 Complete job-related forms (Applications, ‘purchase reun}lLlOIlo, invoices,
' salesreceipts, orders). ~.
3.06 Interpret and explain graphic 1llustrat10ns (graphs charts, tables)
2.97 Write a gencral repoxt
2.74 Lead a problem -solving or mformatlonal discussion group
2.53 Proofread and edit written communications
2.47 Write a formal., documented report ’
2,42 Read alouvd eilectively
2,10 Lead and particinate in a business meeting (l‘drlmmc ntary procedure)
2.03 Write a business letter ‘ .
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Table 13

RANK ORDER AND MEAN RESPONSE FOR EACII OF THE FORTY CQMPI‘TEI\CIES
Ab DE’ TI RMINED BY SUPERVISORS OF MEDICAL ASSISTANT (31 <509)

-4

1)

(2).
(3)
(4)
(9
(6)
(7)
(8)
(9)
(10)

1y

12)
(13)
(14)
(15)
(16)
(17)

(18.5)

(18.53)

(20)

(21)
(22.5)
(22.5)

(24)

(25)

| (26.5)

(26-5)H

(28)
(29)
(30)

- @31)
(32)
(33)
(34)

(35)
(36) -

(37
(38)
(39)
(1)
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4,76
.52
.50
.46
.42
.10
.38
.36
.33
.25
.04
.88
.84

.79
.68
.67

.56
.38
.32

.24
17
.13

.08

(9%

.96
6
.40

.38

.83

.56

L24

08

- Take notes effectively

GRADUA II’S

Maintain confidentiality concerningjob-—relatled information
Use the telephone effectively

Work cooperatively with other employees
Understand oral instructions

Rememnber essential information
Understand occupatrional terminology .
Give attention to details

Listen tactfully

Adjust to a variable work load

Spell correctly

Adapt spoken word usage to the job situation

Question individuals to clarify information

Use the voice effectively and pronunciation of words correctly
Give instructions orally '

Use Crammar correctly

Express ideas clearly and conusely

Adapt written word usage to the job’ bnugtlon
Prepare writtep work neatiy

" "Handle receptions and mm)dmuons com:petently

Listen for main ideus
Respond to non-verbal communication (Body 1ané,uag,e)
Recognize fact from opinion :

.

- Skim for pertinent information

Read to coniprehiend joi-related and technical nmtormls

‘Complete joh-related forms (Applications, purgh'sc requisitions, invoices,

sales receipts, oxdcrk) .

Punctuite

Use abbreviations and nuinbers in report writing v
Participate in a probloni-solvinzr or informationsl discussion group
Present tecimical data oraily '

Proofread and edit written communications

Write a business letter '

Participate in a conference

Intcrprei and explain graphic illustrations (graphs charts, tables)
Write a formal, documented report

- Write a gencral report

Lead a problem -selvieg or informationil discussion group

Or-anize ard tead a conference

Lead and participate ina business meeting (Parliamentary procedare)
Rl olordh or cotively




Table 14

| RANK ORDER AND MI AN RESPONSE FOR EACH OF THE FORTY COMPETENCIES

‘AS DETERMINED BY SUPLRYV ISORS OF OPERATING ROOM ASSISTANT (31 -512)
' GRADUATES -
-(1 5) 4,87  Maintain confidentiality concerning job-related information
(1 S)\ 4,87 Work cooperatively with other employees
(3) . 4.78 Adjust to a variable.work load
4) 4.61 Understand oral instructions
(5 4.52  Remecmber essential information
(6.5  4.35 Understand occupational terminology
(6.5) 4,35 Give attention ro details. ' v
(8.95) 4.2¢ Adapt spoken word use oo 1o lhe Joh situation
.(8.5) 1 4.26 Listen tactfully :
(10) 4.09 Respond to non-verbal communication (Body language)
(11.5) - 4.04  Use the telephonc cffectively
(11.5) 4504 Give instructicns orally
.(13) 3.96  Use the voice effectively and pronunciation of words correctly
- (14) 3.9 LExpress ideas clearly and concisely .
(15) 3.74 - Read to comprehend job-related and technical materials
(16) 3,70 . Spell correectly
(17) 3.65 Question individuals to clunfv information
(19) 3.601 Adapt written word usage to the job situation”
19) 3.57 Listen for main ideas
(20) - 3.52  Use Grananar correctly
@2I) 3.43 Recognize fact from opinion , ,
(22) 3.35  Complete job-related formis (Applications, purd‘qfse requisitions, invoices,
_ ) sales 1ccc1prs orders)
/ (23) 3.17 Take notes effectively
" (24) 3.09 Present technical data orally
(25) 3.04  Preparc written work neatly
(26) 3.00 Participate ina conference =~ \
(27) - 2.96  Skim for portinenr mformation NS
(28)  2.87 Handle receptions and int troductions cmrqn.tcmlv
(29) 2.83 Particinate in a problem -wolving or infornrtional dis cussion group
‘ (30) 2.50-  Use abbreviatioas ard monbers in report writing
(31 3) 2,30 GUrginize and lead a conterence . .
(31 .5 2,30 Pusnctuate N .
(33)  2.17 Lead a problem -solving or mformatlon&l discussion group
(34) 1,96  Read aloud cffectively | AN
(35) 1.87 Interpret and explain vraplm iliustrations {graphs, charts, tables)
(36) 1,78 - Lead and participate in a business meeting (Parhamentary procedure) i
- (37.5) 1.7 Write a goneral ronort v -
. (37.53) 1.74 Write a formal, documented report
(39) 1.57.  Write a busines: 1 cUer
(10) l.45  Prooircad ond ¢t writton convmunications - R
N
) \
. \
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Tablc 1 5

RANK ORDER _X'\D MEAN RFQPO\SL FOR EACH OF TIHE FORTY CO\’IPF TENCILES
AS DETERMINED BY SUPERVISORS OI ELECTRONICS (1() 603)

1)

(2)

3)

. (4.5)
4.5)
©)
(7.9)
(7.3)
)

(11)
(12)
(13)
. (14)
T (15)
(16)
17
1

(19

(20)

(1)

(22)
(23)
(24)
(25)

(26)
Sen .
(28.5)

(28.5)
(30)
(31)

(32)

(33.5)
(33.5)
(35)
(36)
(37
(39)
(39)
(40)

(10)°
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GRADUATES

Work cooperatively with other emplovees

~Understand oral instructinns

Remember essential inforination
Give attention to details _ r
Adjust to a variable work load

.Read to comprehend job-related and technical materlals

Express ideas clearly and concisely o .
Understand occ urfritonal terminolony ’ '

-Adapt spoken word usage to the JOb situation
- Listen tactfully '

Question individuals to clarify infermation S

* Maintain confidentiality concerning job-related information

Adapt written word usage to the job situation
Give instructious orally
Recognize fact from opinion

. Listen for main ideas

Interpret and C\Dldlll graphic illustrations (graphs, charts, tables)
Complete joh-related forms (Applications, -purchase requisitions. invoices,
sales receipts, orders)

Use the telephone cffectively

Take notes effectively

Prescent techrnical daia orally

Use Grammar correctly

Prepare written work neatly

Skim for pertinent information

Use the voicr effectively and pronunciation of words correctly
Spell correctly ‘ ‘ :

Write a general repori

Write a business letter

Proofread and edit written communis: *[lOn"

Write a formal, decnmenicd report

“Handle receptions and intreductions competently

Participate in a problem -solving or informational dmcu%swn !

‘Organize and lead a confcrence
Participate in a comerence
Punctuate . .

Lead 4 problem —Solving or inforfmational discussion group

Use abbreviations and nubers in report writing

Revpond to non-vertal comuamication (Body lonzungc) .
Lead and participsie in 2 basiness eeting (Pavlianientiry procedure)
Read alond eficaiively

-3§-
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‘ B Table 16 S N

RANK ORDI‘R AND MEAN IKY'SP()VQI; FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS OF NMECHANICAL DESIGN (10-606)

3 * GRADUATES
ERY )
(1) 4.32 Work cooperatively with other employeces
(2)  4.18 Remember essential inforaustion
(3.5) 4.11 Understand cral instructions
(3.5 4.11 Understand occupational terminology
(5) 4.07 Give attention to details
(6.5 3.96  Express ideas clearly and concisely
. (6.5 3.9 Read to comnrenerd foh-relnte b and technical materials
(8.5) 3. Adupt written word tea c o the joh sitnation
1 (8.5) 3.89  Adapt spoken word usage to the 10‘) situation
(10 5) 3.8 . Maintain confidentiality concerninyg job-related inforniation
(10,5) - 3.86  Recognize fact {rom opinion
~(12) 3.82  Give instructions orally _
14) 3.79 Inteipret and explain graphic illustrations (graphs, charts, tables)
14 3.79 Question individuals to clarify inforination
(14) 3.79  Listen for main ideas
(16) 3.75 - Adijusttp a variablc work load
a7y 3.08 Listen tactfully
(18) 3.67 Take notes effectively
19y 3.6l Present technical data orally : .
Q' (20.5) . 3.5t Participate in o problem-solving or uuorn.aumal discussion group
(20. 5 3.5¢ Prepuare written work ggatiy ' '
22y  3.29 Skim for perdnent informaiion
(23) 3.28 Use the telephone ertectively
(24) 3.25 Spell correctly - '
(25) 3.22 Write a busiiicss letter
(26)  3.71 Write a general ®eport
(27) 3.18 Participate ina conforence
(29) 3.1t Ormpnize ond lead a conference
@9  3.14 Usie Granunar correctly
(29) 3.14 Lea.d a problem ==zolvine or intorm 1ional discussion growp
31y 3.07 Weite a-Torreal, docaoiantad vopavt
(32) 3.u¥ Conplete job-retated feans (Applications, puarchase requisitions, invoices,
sales receipts, orders)
(33) 3.00 Use the voice effectively and pronunciation of words correctly
(34 2.93 Proofread and edit written communications
(35) 2.70 Punctuate
7 @6y 2.67 [Handle receptions and introductions compe lcmly
37 2.57 Lead and participate in a business mecting (Pacriiameatary procedure)
38y 2.53 Use abbreviotion:s and manbors in revort writing
@GBwy 2,12 Resonnd to pom-neriial conmnivation ihedy e
(40) 2,11 Yead aloud crieetively
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_TABLES 17 THROUGH 30 ON THE FOLLOWING PAGES PRESENT THE
RANK ORDER AND MEAN RESFONSE FOR EACIH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE FOLLOWING FOURTEEN AREAS: |

Table 17 - Accounting (10-101)

p. 41
Table 18 Data Processing (10-107) . p. 42 L o .
Table 19 Marketing (10-104) p. 43 L -
Table 20 Clerk Typist (31 -106) p. 44
Table 21  Stenogr:i-cher (31-105) p. 45
Table 22 " Secrcigrial Scicnce (M-100) © p. 106
Table 23 . Nechanical Drafring (31 -421) p. 47
Table 24 MNachine Tool Operation (31 -420) p. 48
Table 25 MNachine Tool Operation (32-420) p. 49
Table 26 Tractical Nursing (31-310) - p. 30
Table 27 Medicol Assistant (1 =309) p. 51
Table 28 . Orerating Roeon Assistint (31-512) p. 32
Table 29 Illectroaics (10-603) p. 53
Table 30 Nechanjcal Design (10-606) - p. St
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Table 17
RANK ORDER ARD MEAN RESPONSE FOR FACH OF THE FORTY C ()m] ETENCIES
AS DETERMINED BY GRADUATES OF T1F ACCOUNTING (10-101) PROGRAN™
*-\‘ (1)*  1.667F Regnember cosentiad jnfonsation
(2) 4.49 Maintain contidentiality-concerning job-related information
(3.5) 4.37 . Work cooperatively with other employees
1 (3.5) 4.37 - Understand occup-vti»’m')l termninology
) 4.26 Adjust to a variable work load
6)  4.23. Understand oral instructions.
(7 4,21 - Give attention to details
(8) PLE7 0 Adopr apoton rera per o inibe poh sjtvation ~
(9) 4.11 - Preparve writien work neatly
(10) 4,09  Listen tactiully
(11) 4.00 Express ideas clearlv. and concisely
(12.5) 3.94 Use the telephone cfiectively .
(12.5) 3.94 Comiplete jub-related forms (Applications, purchase requisitions, invoices,
” . sales reccipts, orders) :
(14) 3.80 Question individuals to clarify information |
(1s). 3.71 Read to comprehend job-related and technical materials ' ‘
(16) 3.66 Adapt written woird usage 1o the job situation . |
a7 3.59 Use the voice cffeetively and pronunciation of words correctly 1
(18) 3.57.- Spell correctly |
(19.5) 3.53 Use athreviatiors ond nuipbers in report writing |
(19.3) 3.53 Prescut tecivical doty oeaily - |
1) 3,44 Listen for main iden, , . |
(22 30045 Give instructdons orily
(23.5)  3.37 Take notes eitvdiively |
(23.5) 3.37 Recognize fact from opinion . |
(25.5) 3.31 Use graminar corréetly '
(23.%) 3,31 Skim for pevting ot finsoadon |
(27) 3,14 Hondle recentions ard mbyedociions corewntiy ' - .
2% 5,00 Inievprerond eaplein o phile iastrations {arap b5, charts, tables) ' ‘
(29) 2,97 Vrite o busines: leter ' , |
(3 2,60 Punetoie : :
(31.5) AR Do vonet ol i s e cranaanications ) |
(31.3) 2,53 Write a genetadl seport : o ‘
©(33) 2,70 Participate in a conference ‘
34) 2.74 Participate ina moblcm sulvmn or inforimation discussion group |
(35) 2.54 Write a formal, documented report |
B6)  2.46 Respond to non-verbal communiction (Dody language)
(37) 2,34 Orginize and lead a confuerence _ S
Al 252 Ledd o problon =solvine o indomnatiopal discussion eroun .
(39) 2,03 Dend ebone o Toctively ' T
C(10) RN Tooad aad poerno e b o busines s ety (Farbianae ate e proce Sy |
sican Responee ain o Senoint Libort cooto v Iedn Sopodinia were et i s a e g
Bmortont vespoise, byointe for Yomy Dooita ol ot s ol [T P I A AT G |
_‘,‘l’_’"i’_l_l,':',,l_\:JE.‘..”“I 1-.1]' sand 1 opoint for A\(n lln;‘ u! H’l . ‘
: Q _ |
| ERIC €2
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Table 18

" RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES

AS DETERMINED BY GRADUATES OF THE DATA PROCESSING (10-107) PROGRAM
(1) 4.56 Work cooperatively with other employees A _ -
(2) 4.50 Remember essential information ‘
(3) - 4.44  Understand oral instructions
(4) - 4.31 Understand occupational terminology
(5.5) 4.25 ~ Give attention to details
(5.5  4.25  Adjust to a variable work load
(7) 4,19  Express ideas clearly and concisely
(8) 4,06 Question individuals to clarify information
(9.5) 3.94 Maintain confidentiality concerning job-related information
9.5) 3.94 Read to comprehend job-related and technical materials
11) 3.84 Adapt spoken word usage to the job situation
(12) -3.75 Listen tactfully
(13) 3.69 Give instructions orally
(14) . 3.48 Present technical data orally
(15.5) 3.44 e Grammar correctly
(15.5) 3.44 Llsten for main ideas
17) 3.31 Spell correctly 3
(18) 3.28 Adapt written word usage to the job situation
(19) 3.25 Use the voice effectively and pronunciation of words correctly
- (20) 3.22 Take notes effectively
(21.5) 3.19 Use the telephone effectively
(21.5)  3.19 Recognize fact from opinion
(23) 3.13 Skim for pertinent information
(24.5) 3.03 Interpret and explain graphic illustrations (graphs, charts, tables)
(24.5) 3.03 Complete job-related forms (Applications, purchase requisitions, invoices,
sales receipts, orders)
(26) 3.00  Participate in a problem -solving or informational discussion group
(27) 2.94 Prepare written work neatly
(28) 2.88 Use abbreviations and numbers in report writing
(29) 2.78 Handle receptions and introductions competently
(30) 2.66 Participate in a confercnce '
(31) 2.63 Lead a problem -solving or informational discussion group
(32) 2.59 Write a general report
(33) 2.56 Proofread and edit written communications
(34.5) 2.50 Write a formal, documented report
(34.5) 2.50 Organize and lead a conference
(36) 2.44 Punctuate
(37) 2.25 ‘Respond to non-verbal communication (Body language)
(39) 2.22 Write a business letter .
(39) 2.03 Read aloud cffectively
(40) 2.00 . Lecad and participate in a business meeting (Parliamentary procedure)




Table 19

'~ RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE MARKETING (10-104) PROGRAM

1) 4‘.49 Complete job-related forms (Applications, purchase requisitions, invoices,
o ‘ sales receipts, orders)
(2) 4.47 Work cooperatively with other employees

A3) 4.42 Express ideas clearly and concisely
4) 4.39 Undexstand oral instructions
(5.5 4.38 Remember essential information
(5.5) 4.38 Adapt spoken word usage to the job situation
(7 4,33 Adjust to a variable work load

(8) 4.31 Give.attention to details
(9.5) 4.29 Listen tactfully ,
(9.5) 4.29 Understand occupational terminology
a1 - 4.23 Use the voice effectively and pronunciation of words correctly
(12) 4,15 Maintain confidentiality concerning job-related information
(13) 4.11  Give instructions orally ‘

(14) 4.10 Use the telephone effectively
(15) 4,00 Question individuals to clarify information
(16) 3.97 Use Grammar correctly
17 3.95 Listen for main ideas
(18) 3.79 Spell correctly
(19) 3.53 Recognize fact from opinion
(20.5) 3.50 Take notes effectively
(20.5) . 3.50 Handle receptions and introductions competently
(22) 3.43 Read to comprehend job-related and technical materials
(23) 3.41 Adapt written word usage to the job situation
(24) 3.22 Present technical data orally
(25) 3.21 Skim for pertinent information
(26) 3.18 Prepare written work neatly
(27.5) 3.00 Organize and lead a contcrence
(27.95) 3.00 Participate in a conference
(29) 2.97 Punctuate
- (30.5) 2,92 Participate in a problem -solving or informational discussion
(30.5) 2,92 Use abbreviations and numbers in report writing
32) 2,84 Write a business letter
(33.5) 2.79 Lead a problem -solving or informational discussion group
(33.5) 2,79 Respond to non-verbal communication (Body language)
(35.5)  2.74 Interpret and explain graphic illustrations (graphs, charts, tables)
(35.5) 2.74 Read aloud effectively.
37 2.61 Proofrcad and edit written comnmunications
(38) 2.45  Write a general report
39) 2,37 Lead and participate in a business meceting (Parliamentary procedure)
(40) 2,05 Write a formal, documented report
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Table 20

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPFTENCIFS
AS DETERMINED BY GRADUATES OF THE CLERK TYPIST (31-106) PROGRAM

@)

(2)
3)
(4)
(5.5)
(5.5)
(7)
(8)
(%)
(10)
(11)
(12)
(13)
(14)
(15.5)

(15.5)
(17.5)
17.5)
- (19
(20)
(21)

(22)

(23)

(24)

(25)
(26.5)
(26.5)

(29

(29)

- (30)

(31)
(32.5)
(32.5)

(34)

(35)

(36)
(37.5)
(37.5)

(39)

(40)

4,
.42
.39
4,
4,

4
4

4
4
4

4.
4.
3.
.3.

3

-3
3.

3.
3.
.58
.63 .
.42
.37
3.
.16
.13
.03

3
3
3
3

3
3
3

2.
2,
2.
2,
.50

2

50

37

32
.32
.16
.14

11
00
97

8,
.79
.71

68

68
58

24

82
82
79
74

2.29

2

2.
.05
.92
.87
.76

2
1
1
1

A1

11

1.76

1.
.66

1

74

Remember essential information

Use the telephone effectively

Adjust to a variable work load

Work cooperatively with other employees

Understand oral instructions

Spell correctly

Use Grammar correctly

Give attention to details

Listen tactfully :

Use the voice effectively and pronunciation of words correctly
Prepare written work neatly

Question individuals to clarify information

Adapt spoken word usage to the job situation

Maintain confidentiality concerning job-related 1nformat10n

Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipts, orders)

Take notes effectively

Express ideas clearly and concisely

Punctuate

Proofread and cdit written communications

Understand oc cupatibnal terminology

Adapt written word usage to the job situation

Write a business letter :

Handle receptions and introductions competently

Give instructions orally

Use abbreviations and numbers in report writing

Read to comprehend job-related and technical materials

Skim for pertinent information

Listen for main idcas

Recognize fact from opinion

Respond to non-verbal comniunication (Body language)

Present technical data orally

Read aloud effectively

Interpret and explain graphic illustrations (graphs charts, tables)

Write a general report

Write a formal, documnented report

Participate in a problem -solving or information discussion group

Participate in a conference

Organize and lead a conference

Lead a problem-solving or informational discussion group

Lead and participate in a business mecting (Parliamentary procedure)
;
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Table 21
RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE STENOGRAPHY (31 -106) PROGRAM
1) 4.74 Work cooperatively with other employees
(2) 4.59 Spell correctly
3) 4,56 Understand oral instructions
(4.5) 4 .44 Adjust to a variable work load
(4.5) 4.44 Remember essential information
(6) 4,38 Listen tactfully " ‘ ' .
(7.5) 4,37 Maintain confidentiality concerning job-related information
(7.5) 4,37 Use the telephone effcctively
&) 4,22 Give attention to details
(10) 4,12 Prepare written work neatly
(11.5) 4,07 Use Grammar correctly
(11.95) 4,07 Adapt spoken word usage to the job situation
(13) 4.04 Question individuals to clarify information
(14) 4.00 Understand occupational terminology
(15.5) 3.96  Punctuate 4 A
- (15.5) 3.96 Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipts, orders)
a17) 3.93 Take notes effectively

(18) 3.85 Use the voice effectively and pronunciation of words correctly
(19) 3.74 Adapt written word usage to the job situation
(20) 3.70 Handle receptions and introductions compaetently
(21) 3.54 Express ideas clcarly and conciscly
(22.5) 3.48 Proofread and edit written communications
(22.5) 3.48 Write a business letter
(24) 3.04 Skim for pertinent information
© (25). 3.00 Give instructions orally
(26) 2.92 Listen for main ideas ,
(27) 2.85 Use abbreviations and numbers in report writing
(28) - 2.8l Read to comprehend job-related and technical materials
(29) 2.73 Recognize fact from opinion
(30) 2.59 Respond to non —verhal communication Body language)
(31) 2.15  Present technical data orally
(32) 2,12 Read aloud effectively
(33) 2.07 Write a general report ;
(34) 1,93 Interpret and cxplain graphic illustrations (graphs, charts, tables)
(35) 1.88 Participate in a problem -solving or informational discussion group
(36) 1.85 Participate in a confcrence '
(37) 1.74 Write a formal, documented report
(38) 1.58  Lead and participate in a business mecting (Farliamentary proccdure)
(39) 1,31 Organize and lead a conference
40) 1.27 Lead a problem -solving or informational discussion group




Table 22

-

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE SECRETARIAL SCIENCE (10-106) PROGRAM
1) 4.67 Spell correctly
(2) 4.55 Adjust to a variable work load
3) 4.36 Understand oral instructions
&) 4.33 Give attention to details
&) 4.33 Remember essential information
(5) 4,33 Use Grammar correctly
(7 4,30 Work cooperatively with other employees _
(8)  4.27 Maintain confidentiality cencerning job-related information
C)] 4,18 Prepare written work neatly
(10) 4.16 Listen tactfully
(11.5) 4.15 Express ideas clearly and concisely
‘(11.5) 4.15 Punctuate
(13)  4.12 Use the telephone effectively
(14.5) 4.00 Adapt written word usage to the job situation
(14.5) 4.00 Proofread and edit written communications
(16.5) 3.88 Use the voice effectively and pronunciation of words correctly
(16.5) 3.88 Understand occupational terminology
(18) 3.79 Take notes-effectively :
(19.5) 3.73 Adapt spoken word usage to the job situation
(19.5) 3.73 Complete job-related forms (Applications, purchase requisitions, invoices,
sales receipts, orders)
(21) 3.55 Question individuals to clarify information
(22) 3.42 Write a business letter :
(23) 3.33 Handle receptions and introductions competently
(24) 3.30 Skim for pertinent information \
(25) 3.15 Read to comprehend job-related and technical materials
(26.5) 3.12 Use abbreviations and numbers in report writing
(26.5) 3.12 Listen for main ideas '
(28) 2.97 Give instructions orally
(29) 2.85 Recognize fact from opinion
(30) 2.601 Present technical data orally
(31) 2.36 Interpret and explain graphic illustrations (graphs, charts, tables) -
32) 2.30 Write a general report
(33) 2.24 Respond to non-verbal communication (Body language)
(34) 2.09 Read aloud cffectively '
(35) 2.05  Darticipate in a problem=-solving or informational discussion group
(36) 1.97 Participate in a conference
37) 1.76 Write a formal, documented report
(38) 1.67 Orgunize amd Iead a conference
(39.5) 1.58 Lead a problen -solving or informational discussion group
(39.5) 1,58 Lead and participate in a business meeting (Parliamentary procedure)
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Table 23

RANK ORDER AND MEAN RESPONSE FOR EACIH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE MECHANICAL DRAFTING (31 -421) PROGRAM

(1)
(2)
3
4)
(5)
(6)
(7)
(8.5)
(8.5)
(10)
(11.5)
(11.5)
(13)
(14.5)
(14.5)
(16)
(17.5)

(17.5)
(19)
(20)

(21.5)

(21.5)
(23)
(24)
(26)
(20)
(20)
(28)
(29)
(31)

- (31)
(31)
- (33)
(34)
(35)

(36.5)

(36.5)
(38)
(39)
(40)

WO Lo Lo WO Lo WY LW LW

[ R NN
RIS

4,50

4,39 .

4.33
4.29
4.28
4,22

159

. [
O O
s e O

(@3N @ 00N
~N ~J oo

e

w W
N W
cw W

3.22
3.17
3.17
3.12
3.00
2.94
2.94
2.94
2.89
2.78
2.61
2.61
2.61
2.50
2.11
2.00
1.89
1.89
1.83
1.56
1.50

Understand oral instructions
Give attention to details ,
Work cooperatively with other employees

~ Express ideas clearly and concisely

Remember essential information

Understand occupational terminology

Adjust to a variable work load

Prepure written work neatly

Question individuals to clarify information

Read to comprehend job-related and technical materials

Give instructions orally

Listen tactfully

Participate in a conference

Present technical data orally ,

Spell correctly /

Adapt spoken word usage tg'the job situation :
Complete job-related forpis (Applications, purchase requisitions, invoices,
sales receipts, orders)//

Interpret and explain graphic illustrations (graphs, charts, tables)
Listen for main ideas

Use Grammar correctly

Use the voice effectively and pronunciation of words correctly
Take notes effectively ‘
Maintain confidentiality concerning job-related information

Write a formal, documented report

Recognize fact from opinion

Use the telephone cifectively -

Adapt written word usage to the job situation

Use abbreviations and numbers in report writing

Proofread and edit written cemmunications

Skim for pertinent information

Punctuate 7

Handle receptions and introductions competently

Participate in a problem-solving or informational discussion group
Respond to non-verbal communication (Body language)

Lead a problem -solving or informational discussion group

Write a general report

Write a business letter

Organize and lead a conference

Lead awd participate in a business meeting (Parliamentary procedure)
Read aloud effcetively




Table 24

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETI‘NCIFS
- AS DETERMINED BY GRADUATES OF THE MACHINE TOOL OPERATION (32-420) PROGRAM

(1) 4.42  Remember essential information
(2.5) 4.20 Understand oral instructions
(2.5) 4,26 Work cooperatively with other employees ,
- (4) 4.16 Understand occupational termlnology )

(5) 4,05 Listen tactfully
(6) 3.9%4 Give attention to details
@) 3.67 Adjust to a variable work load

(8) 3.47 Adupt spo'en woud usage to the job situation
) 3.42 LExpress ideas clearly and concisely
10.5) 3.37° Read to comprehend job-related and technical materials
p ]

(10.5) 3.37 Give instructions orally
(12) 3.26 Listen for main ideas

(13.95) 3.00 Recognize fact from opinion s
(13.5) 3.00 Interpret and explain graphic illustrations (graphs, charts, tables)
(15) 2.89 Present technical data orally :
(16.5) 2.84 Question individuals to clarify information
(16.5) 2.84 Use the voice cifectively and pronunciation of words correctly
(18.5) 2.74 Adapt written word usage to the job situation
(18.5) 2,74 Use Grammar correctly '
(20.5) 2.53 Take notes effectively
(20.5) 2,53 Spell corredtly
- (22) 2,47 Complete job-related forms (Applications, purchase requisitions, invoices,
sales receipts, orders) .
(23) 2.44 Maintain confidentiality concerning joh-related information
(24) 2,16 Use abbreviations and nimbers in report writing
(25) 2.03 Use the telephone etffectively
(26) 1.¢% articipate in a problem-solving or inforinational discussion aroup
(27.35) 1.79 Lcad a problem =solving or informitiopal discussion group
(27.5) 1,79 Respond to non-verbal communication (Body language)
(29) 1.78 Participate in a confercnce
(31) 1,74 Skim for pertinent information
(31) 1,74 Propare written work ncatly
(31) 1.74 Handle receptions and introductions comp°tently
(33) 1.63 Punctuate
(34) 1.58 Organize and lead a conference
(35.5) 1.42 Write a general report
(85.5) 1.42 Read aloud effectively
(37.5) 1.37 Lead and participate in a business meeting (Parliamentary procedure)
(37.5) 1.37 VWrite a bu=iness leter
(39) 1,33 write a tormel, documented report
(40) 1,32 Froofread ;111«1/u1.it written communications
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b - © Table 25

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THF MACHINL TOOL OPERATION (31 -420) PROGRAM

I

(1) 4.31  Work coop°rat1vely with other employees
(2) 4,23 Interpret and explain.graphic illustrations (graphs charts tables

(3.5) 4,15 Remember essential information
(3.5)  4.15 Understand oral instructions
(5) 3.92 Understand occupational termmology

(6) 3.85 Give attention to details
(7.5) 3.62 Express ideas clearly and concisely

(7.5) - 3.02 Listen tactfully :
(9 3.¥4 Read to comprehend ]ob-related and’ techmcal mater1als
s (10 3.46 . Adapt spoken word usage:to the job sltua{mn S e e
(1) 3.31 ‘Give instructions orally - ’ ’
(12.5) .3.23  Question individuals to clarify information
(12.5) 3.23 Adjust to a variable work load '
14.5) . 2.92 Adapt written word usage to the job situation
(14.5) 2.92 Present technical data orally
(16) 2,77 Listen for main ideas §
(17.5) 2,62 Use the voice effectively and pronunc1at1on of words correctly
(17.5) 2,62  Recognize fact from opmmn
(19) 2.54 - Spell correctly '
(20.5) 2,46 Complete job-related forms (Apphcatmns purchase requisitions, invoices
’ ‘ sales receipts, orders) ' e .
(20.5) 2.46 Participate in a problem -solving or informational discussion group
(22) 2,38 Maintain confidentiality concerning Job-re.ldted information
(23) 2,23 Take notes effectively
(24) 2,08 Use Grammar correctly :
(25.5) 2,00 Handle réceptions and 1ntroduct10ns competently
(25.5) . 2.00 Punctuate ‘
.(27.3) 1.92 Proofread and edit written communications
(27.5) 1.92 Skim for pertinent information
(30) 1,77 Use the telephone effectively
(30) 1.77 Respond to non-verbal communication (Body language)
(30) 1.77 Prepare written work neatly
(32) 1,69 Lead a.problem -solving or informational discussion group
(33.5) 1,62 Use abbreviations and numbers in report writing '
(33.5) 1,62 Write a general report o
: 35) 1.46 Organize and lead a conference
- (36.5) . 1.31 Write a business letter .
(36.5) 1.31 Participate in a conference - o
(38) 1,23 Read aloud effectively .
(39) 1.15 Lead and participate ina business mcetlng (I’drlmmenrary procedurce)
(40) 1,00 Write a formal, documented report :
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Table 26
p RANK OBRDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE PRACTICAL NURSING (31-510) PROGRAM
(1) - 4.86 Maintain confidentizf ity concerning job-related information
(2) 4.81 - Understand occupational terminology
3) 4,71 ~ Adapt spoken word usage to the job situation
4) 4,67 Understand oral instructions.
(5.5) 4,62  Remember essential information
(5.5) - 4.62 Work cooperatively with other employees
(7.5) 4,52 Adapt written word usage to the job situation
(7s5) 4.52 Listen tactfully
(10) 4,38 Respond to non-verbal commumcatlon (Body language) .
| (10)  4.38 - Spell correctly’ o : e
T (10) 4,38 Give attention to details '
- (12) -4.33 Use the voice effectively and pronunc1at1on of words. correctiy
13) 4.29 Adjust to a variable work load g )
(14) 4.24 Give instructions orally . :
(15.9) 4.19 Express ideas clearly and concisely L
(15.5) - 4.19 Read to comprehend job-related and technical materials f
17) 4.14  Question individuals to clarify information » _r
(18)  4.10  Recognize fact from opinion G c ]
(19) ~ 4.00 Listen for main ideas \ : !
(20.5) 3.90 Use the telephone effectively o
(20.5) 3.90 Use Grammar correctly . : //'
(22) 3.86 Take notes effectively
(23) 3.81 Intérpret and explain graphic 111ustrat10ns (graphs, chart?/ tables)
(24) 3.79 Participate in a conference
~(25) 3.7 Use abbreviations and numbers in report writing
(26) 3.52 Participate in a problem -solving or informational discu sion group
(27) 3.48 Complete job-reclated forms (Applications, purchase rgquisitions, 1nv01ces,
: sales receipts, orders)

(28) 3.43 Prepare written work ncatly

(29) 3.38 Skim for pertinent information /
(30) 3.24 Present technical data orally ' /
(31.5) 3.14 - Handle receptions and introductions com petently

“(31.5) 3.14 Punctuate _ .
(33) 2,95 Write a general report : /
- (34) 2,76 Proofread and edit written communications |
(35) 2.71  Lead a problem -solving or informational discussion group
~  (36) 2,70 Write a formal, documented report -
37 .48  Organize and lead a conference
(38) 24 Read aloud effectively

3

2

2
39) 2.05 Write a business letter
(40) 2,00

Lead and participate in a business meeting (Parlmmcntary procedure)




Table 27

RAI\K ORDER AND MEAN RESPENSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES OF THE MEDICAL ASSISTANT (31-509) PROGRAM

Q)
()
(3.5)
(3.5)
©)
(6.5)
(6.5)
(8)
(9)
(10)
1)

(12)
(13) -
(14)

(15.5)
(15.5)
a7
(18)

19).

(20)

- (21.5)
(21.5)

(23)

(24)
(25)
(26)
(27)
(28)
(29)
(30)
- (31)
(32)
(33)
(34)
(395)
"(36)
37
(38)
(39)
(40)
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Remember essenual mformauon

Maintain confidentiality concerning job-related information
Understand oral instructions

Work cooperatively with other employees

Understand occupational terminology

Use the voice effectively and pronunciation of words correctly
Spell correctiy g
Adjust to a variable work load

Use the telephone effectively

Use Grammar correctly

Listen tactfully

Give instructions orally

Give attention to details

Express ideas clearly and concisely

Adapt spoken word usage to the job situation
Questlon ‘individuals to clarify information
Handle receptions and introductions competently

Prepare written work neatly

Take notes effectively :

Complete job -related forms- (Applications, purchase requisitions, invoices,

' sales receipts, orders)

Adapt written word usage to the job Slt:uatlon

Read to comprehend Job-related and technical materials
Punctuate

Present technical data orally ,

Respond to non-verbal communication (Body language)
Use abbreviations and numbers in report writing

Listen for main ideas

Recoghize fact from opinion .

‘Skim for pertinent information : -
- Proofrecad and edit written communications

Interpret and explain graphic illustrations (graphs, chart:s tables)
Write a business letter |
Read aloud effectively

" Participate in a conference :
~ Participate in a problem -solving or informational dlscussmn group

Write a formal, documented report

Lead a problem -solving or informational discussion group

Write a general report :

Organize and lead a conference

Lead and participate in a business meeting (Parliamentary proccdure)




Table 28

RANK ORDER AND MEAN RESPONSE 'FOR EACH OF THE FORTY COMPETENCIES

AS DETERMINED BY GRADUATES OF THE OPERATING ROOM ASSISTANT (31-512) PROGRAM

()
(2)
(3.5)
3.5)
(5)
- (6)
(7)
(8)

ON
(10.5) °
(10 5)

(12) -

(13)
- (14)
(15)

16) -

18)
(18)
(18)
(20)
(21)
(22)
(23.5)

(23.5)
(25)
(26.5)
(26.5)
(28)
(29)
(30.5)
~ (30.5)
(32.5)
(32.5)
(34)
(35.5)
- (35.5)
(37.5)

(37.5)

(39.9)
(39.5)
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1.37 .

- Adapt spoken word usage to the job situation
'Give instructions orally

e R

Maintain confidentiality concerning ]ob—related information / _
Listen tactfully : ' -/
Understand oral instructions , : e
Understand occupational terminology - /
Work cooperatively with other employees e
Adjust to a variable work load ;;’,?’/
Remember essential information
Give attention to details

Respond to non-verbal communication (Body language)

;
7

Use the voice effectively and pronunciation of words cerrectly
Use Grammar correctly /

~ Express ideas clearly and concisely

Spell correctly

Read to comprehend job-related and technical matenals
Adapt written word usage to the job situation

Question individuals to clarify information P,
Listen for main ideas
Recognize fact from opinion.
Use the telephone effectively
Punctuate

Complete job-related forms (Apphcanons purchase requ181t1on.), invoices,
sales receipts, orders)

Present technical data orally

Skim for pertinent information

Haudle receptions and introductions compctently

Use abbreviations and numbers- in report writing

Take notes effectively -

Participate in a problem -solving: or informational discussion group
Prepare written work neatly

Participate in a confercnce

Organize and lead a conference

Read aloud effectively

Lead a problem -solving or informational discussion group

Interpret and explain graphic illustrations (graphs, charts, tables)
Write a general report

Proofread and edit written communications

Write a formal, documented report

Write a business letter

Lead and partigipate in a business meeting (Parliamentary pr ()c,edvrc)

/

/

7

y

%
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Table 29

" RANK ORDER AND MEAN RESPONSE FOR' EACIH OF THE FORTY COMPETENCIES

Q)

(2)
3)

@)
6

(6)
!
(8)
(%)
(10)

. ”(11).

(13)
(13)
(13)
(15.5)
(15.5)

a7
(18)
19)

- (20)
(21)
(22)
(23)
(24.5)
.(24.5)

(26.5) -

(26.5)
(28)
(29)
(30)
(31)
(32)
(33)
(34)
(35)
(36)
(37)
(38)

- (39)
(40)

4.57
4.51
4.34
47
4,20
4,18
4.11
4.09
3.97

AS DETERMINED BY GRADUATES OF THE ELECTRONICS (10-605) PROGRAM

Understand occupational terminology

Remember essential information

Read to comprehend job-related and technical materials
Work cooperatively with other employees

Understand oral instructions ’

Express ideas clearly and concisely

Give attention to details

Adjust to a variable work load

Adapt onken word usage to the job S1tuat10n

Present technical data ‘orally

Give instructions orally —

Interpret and explain graphic 111ustrat10ns (graphs, charts tables)
Question individuals to clarify information

Listen tactfully

_Use the voice effectively and pronun<:1at10n of words correctly

Complete job-related forms (Applications, purchase requisitions, invoices,
sales receipts, orders)

Listen for main ideas

Adapt written word usage to the job situation

- Skim for pertinent information
Participate in a problem -solving or informational discussion group

Spell correctly

Use Grammax correctly

Take notes effectively
Maintain confidentiality concerning job-related information
Recognize fact from opinion

‘Use the telephone effectively

Prepare written work nzatly

Handle receptions and introductions competently

Lead a problem -solving or informational discussion group
Use abbreviations and numbers in report writing
Participate in a conference

Punctuate

Write a general report

Write a formal, documented report

Write a business letter

Proofrcad and edit written communications

Organize and lead a conference i

Respond to non-verbal con ymunication (Body language)
Read aloud cifectively

Lead and participate in a business meeting (Partiamentary procedure)
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Table 30

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES QF THE MECHANICAL DESIGN (10-606) PROGRAM

)
(2)
(3.5)

- B.5)
- (5.9)

(5.95)

(7.5) .

(7.5)
9
(10)
(11.5)
(11.5)
(13.5)
(13.5)
(15)
(16.5)
(16.5)
(18)

(19.5)
(19.5)
(21)
(22)
(23)
(24.5)
(24.5)
(26)
(27)

(28).

(29)
(30)
(31.5)
(31.5)
(33)
(34)
(35)
. (36)
37
39
(39)
(40)

4.46
4.43
4.29
4.29
4.25
4,25

4,00

1.00
3.93
3.89
3.86

3.86

3.79
3.79
3.64
3.57
3.57
3.50

3.36
3.36

0 3.32

3.26
3.21
3.11
3.11
3.07
3.00
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1.93

1.82,

Work cooperatively with other employees

Understand oral instructions :
Remember essential information

Understand occupational terminology

Express ideas clearly and concisely

Give attention to details

Listen for main ideas

Adjust to a variable work load

Question individuals to clarify information ’

Interpret and explain graphic illustrations (graphs, charts, tables)
Adapt spoken word usage to the job situation :
Listen tactfully

Spell correctly .

Read to comprehend job-related and technical materials
Present technical data orally

" Give instructions orally

Recognize fact from opinion
Complete job-related forms (Applications, purchase requisitions, invoices,
sales recéipts, orders)
Participate in a problem -solving or informational discussion group
Prepare written work neatly
Use Grammar correctly .
Maintain confidentiality concerning job-related information
Use the voice effectively and pronunciation of words correctly
Adapt written word usage to the job situation ’ '
Use the telephone effectively
Take notes cffectively
Skim for pzrtinent information -
Participate in a conference
Lead a problem -solving or informational discussion group
Handle receptions and introductions competently
Use abbreviations and numbers in report writing
Write a general report ’
Punctuate '
Organize and lead a conference
Proofread and edit written communications
wWrite a business letter
" rite a formal, documented report
espond to non-verbal communication (Body language)
Lead and , irticipate in a business meeting (Parliamentary procedure)
Read aloud effectively




Tables 31 through 35, pp. 57 to 61, present in rank order the mean response for each
of the five clusters as determined by superviscrs (employers).
~Tables 36 through 40, pp. 63 to 67, present in rank order the mean response for each

of the five clusters as determined by VTAE graduates,
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TABLES 31 THROUGH 35 ON THE FOLLOWING PAGES PRESENT THE
_ RANK ORDER AND MEAN RESPONSE rFOR EACH OF THE FORTY COMPETENCIES
S DETERMINED BY SUPERVISORS WITHIN EACH OF THE FOLLOWING FIVE CLUSTER AREAS:

Table 31 Office and Distribution Cluster
Table 32 Secrectarial Cluster

57
58

Table 34 Health Cluster :
Table 35 Industrial Technology Cluster

. 60
. 61

P

p.
Table 33 Industrial Machine Cluster p. 59

p

p




Table 31

RANK ORDER AND MEAN RESPONSE FOR EACH OF THIL FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS WITIIN THI OFFICE AND DISTRIBUTION CLUSTER

" (Accounting, Data Processing and Marketing)

(1.5)* 4.41** Remember essecntial information
1.5) 4 .41 Work cooperatively with other employees
3) 4.40 Give attention to details

4) 4,36 Maintain confidentiality concerning job-relatéd information
(5.5) 4,23 Understand oral instructions
(5.5) 4,23 Express ideas clearly and concisely

)] 4,13 Adjust to a variable work load

(8) 4.10 Listen tactfully

9 4.00 Adapt spoken word usage to the job situation
(10) 3.96 Question individuals to clarify information
11 3.95 Recognize fact from opinion
12) 3.94-  Adapt written word usage to the job situation

(13) 3.91 Listen for main ideas
(14) 3.88 Understand occupational terminology
@1s) 3.84 Read to comprehend job-related and technical materials

(16) 3.82 Give instructions orally

a7 3.80 Use the telephone effectively

(18) 3.76 Complete job-related forms (Applications, purchase requisitions, invoices,
. sales receipts, orders)

(19) 3.75 Take notes cffectively

(20)  3.66 Prepare written work ncatly

(21) 3.57 Use Grammar correctly

(22) 3.56 Spell correctly

(23) 3.52 Use the voice effectively and pronunciation of words corlectly
(24) 3.50 IHandle recepticn= and introductions competently
(25.5) 3.4 Present technical data orally
(25.95) 3.44 Skim for pertinent information
27) 3.43 Write a business letter
(28) 3.42 Participate in a problem-solving or information discussion group
(29) 3.37 Proofread and elit written communications
(30) 3.29 Write a general report
(31) 3.25 Punctuate :
32) 3.24 Interpret and explam graphic illustrations ‘(graphs, charts, tables)
(33) 3.21 Participate in a conference
(34.5) 3.10 Lead a problem -solving or informational discussion group
(34.5) 3.10 Write a formal, documented report
(36) 3.09 Organize and lead a conference
37) 2,79 Uze abbreviations ond numbers in report writing
39) 2,65 Lead and participate ina business meeting (Parliamentary procedure)
(39) 2,54 Respond to non-verbal commuuication ( Body language)
(-+0) 2.32 Read alond ettectively

“Rank Order of Prosram Cliuster Means
*#program Cluster Neans are Means of the Program Means

_5-7..
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“Table 32

RANK ORDER AND MEAN RESPONSE FOR FACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS WITHIN THE SECRETARIAL CLUSTER

(Clerk Typist, Stenographer and Secretarial Science)

1) 4.66 Maintain confidentiality concerning job-related information
(2) 4.59 Work cooperatively with other employees
3) 4.45 Understand oral instructions
4.5) 4.44 Remember essential information
“4.5) 4.44 Spell correctly
(6) 4 .41 Give attention to details
(7) 4.38  Adjust to a variable work load
(8) 4,27 Use the telephone effectively
(9.5)  4.16 Use Grammar correctly
(9.5) -4.16 Listen tactfully
(11) 4.11 Prepare written work neatly
(12) - 4.06 Punctuate
(13) 3.97 Adapt spoken word usage to the job situation
(14) 3.92 Proofread and edit written communications
(15) 3.91 Take notes effectively
(16) 3.87 Adapt written word usage to the job situation
(17)  3.83- Express ideas clearly and conciscly
(18) 3.862 Complete job-related forms. (Applications, purchase requisitions, invoices,

sales receipts, orders)

9) 3.81 Understand occupittional terminology
(20) 3.79 Use the voice cffectively and pronunciation of words correctly
-/ (21) 3.71 Write a business letter
(22) 3.65 Handle receptions and introductions competently
(23) 3.64 Question individuals to clarify information
(24) 3.52 Listen for main ideas ’
(25) 3.41 Give instructions orally
(26) 3.31 Recognize fact from opinion
(27) 3.23 Skim for pertinent information
(28) 3.12  Read to conprehend iob-relaied and technical materials
(29) 2.06 Use abbreviations and nunibers in report writing
(30) 2.59 Respond to non-verbal communication (Body language)
(31) 2.50 Write a general report
(32.5) 2.33. Present technical data orally
(32.5) 2.33 Participate in a problem -solving or informational discussion group
(34) 2.24 Interpret and explain graphic illustrations (graphs, charts, tables)
(35) 2.23 ’articipate in a conference '
(36) 2.10 Write a formal, documented report
37) 2,09 Organize and lead a conference
(38) 1,098 Read aloud effectively
(39) 1,03 Lead a problem-rolving or ipformation disca=aion sroup
(40) 1.79 Lead and participue ina business meeting (Parvlianontary procoedure)
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Table 33

RANK ORDER AND MEAN RESPONSE FOR EACH OF TIHE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS WITHIN THE INDUSTRIAL NMACHINE CLUSTER

(Mechanical Design and Nachine Tool Operation)

1) 4.46 Work cooperatively with other employees
(2) 4.27 Give attention to details

3) 4,23 Remember essential information

(4) 4.20 Understand oral instructions

(5) 4,04 Adjust to a variable work load

(6) 3.90 Iizpress ideas clearly and conciscly

(7) 3.92 Understand occupational terminology

(8) 3.9 Listen tactfully

9) 3.85 Adapt spoken word usage to the job situation
10) .3.8 Recognize fact from opinion

(11) 3.77 Listen for main ideas _
12) 3.59 Question individuals to clarify information
(13.5) 3.57 Give instructions orally
(13.5) 3.57 Read to comprehend job-related and technical materials

(15) 3.55 Adapt written word usage to the job situation
(16) 3.52 Take notes effectively

(17.5) 3.41 Maintain confidentiality concerning job-related information
(17.5) 3.1l ‘Interpret and explain graphic illustrations (graphs, charts, tables)
(19) 3.24 Complete job-related forms (Applications, purchase requisitions, invoices,

sales receipis, orders)
(20) 3.11 Spell corrcctly
(21) 3.07 4 Present technical data orally
(22) 3.05% Preparc written work neatly
(23) 2,99 Use the telephone effectively

(24) 2.93 Skim for pertinent information
(25) 2,83 Use Grammar correctly
(26) 2,77 Use the voice cffectively and pronunciation of words correctly
(27) 2.63 Participate in a problem -solving or informational dizcussion group
(25) 2.59 Handle receptions and introdnctions competently
(29) 2.57 Participate in a conference
(30) 2.50 Use abbreviations and numbers in report writing
(31) 2.49 Proofread and edit written communications
(32) 2.47 Write a general report
(33.5) 2.38 Write a business letter
(33.5) 2,38 Punctuate
- (35) 2,27 Lecad a problem -solving or informational discussien group
(30) 2,24 Orenize and lead a conference
7)) 2,20 Write o joraal, decunontad report
(3%) 1,89 Lead and participate ina business mectiug (Parliamentary procedure)
(39) 1.,.5 ead alov offeciively
(10) IR Re=pond to now=verbal cornommicntion Giody languiagec)
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Table 34

RANK ORDER AND MEAN RESPONSE IFOR EACH OF TIHE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS WITHIN THE HEALTH CLUSTER

(Practical Nursing, Medical Assistant and Operating Room Assistant)

1) 4,82 Maintain confidentiality concerning job-related information
(2) 4.73  Work cooperatively with other employees
(3) 4,58 Understand oral instructions
4) 4.57 Adjust to a variable work load
(5) 4.50 Remember essential information
(6) 4.43 Listen tactfully
(7 4,40 Give attention to details
(8) 4,37 Understand occupational terminology
(9) 4,27 Adapt spoken word usage to the job situation
10y -4.20 Use the telephone cffectively .
(11) 4.12 Spell correctly
(12) 4,02 Give instructions orally
(13) 3.99 Express ideas clearly and concisely
(14) 3.94 Use the voice effectively and pronunciation of words correctly
(15) 3.90 Question individuals to clarify information
(16) 3.87 Adapt written word usage to the job situation
a7 3.80 Use Granunar correctly
(18) 3.77 Respond to non-verbal communication (Body language)
19) 3.66 Recognize fact from opinion
(20) 3.62 Take notes eifectively
(21) 3.61 Listen for main ideas
(22) 3.59 Read to comprehend job-related and technical materials
(23) 3.49 Prepare written work neatly
(24) 3.27 IHandle receptions and introductions comptently
(25.3) 3.17 Complete job-related forms (Applications. purchase rcquisitions, invoices,
_ o sales receipts, orders) ’
(25.5) 3.17 Skim for pertinent information
(27 3.02 Participate in a problem-solving or informational discussion group
(29) 2,98 Present technical data orally
(29) 2.96-  Participate in a conicrence
(30) 2.94 Punctuate
(31) 2.88 Use abbreviations and numbers in report writing
(32) 2,38 Organize and lead a confercnce
(33) 2.32 Interpret and explain graphic illustrations (graphs, chairs, tables)
(34) 2.24 Lead a problem -solving or informational discussion group
(35) 2.21 Write a general report
(36) 2.13 Proofread ond edit written communications
(3"7) 2.06 Write a tormal, docuwinted report
(39) 1.99 . Read aloud cffcctively
(&) 1,94 Vorite a Prieneess oo r
(1) [ Y Lead and participate ina business mecting (Fartiamentary procedurce)
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- Table 35

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMPETENCIES
AS DETERMINED BY SUPERVISORS WITHIN THE INDUSTRIAL ‘1 ECHNOLOGY CLUSTER

(Electronics and Mechanical Design)

1) 4.48 Work cooperatively with other employees

(2) 4,25 Understand oral instructions

3) 4.23 Remember essential information

(4) 4,13 Give attention to details .
(5) 4.05 Understand occupational terminology )
(6) 4.02 Read to comprehend job-refated and technical materials

(7 3.98 Express idecas clearly and concisely

(8 3.96 Adjust to a variable work load
©)] 3.89 Adapt spoken word usage to the job situation
10) 3.8 Adapt written word usage to the job situation
(11) 3.82 Maintain confidentiality concerning job-related information
(12) 3.80 Question individuals to clarify information
(13) 3.79 Give instructions orally '
(14.5) 3.76 Recognize fact from opinion
(14.5) 3.76 Listen tactfully
(16) 3.69 Listen for main ideas : )
a7 3.68 Interpret and explain graphic illustrations (graphs, charts, tables)
(18) 3.49 Take notes effectively
(19) 3.45 Present technical data orally

v/

/:

(20) 3.39 Prepare written work neatly
(21) 3.36 Use the telephone effectively .
(22) 3.25 Complete job-related forms (Applications, ‘purchase requisitions, invoices,
sales receipts, orders)
(23) 3.20 Skim for pertirent information
(24) 3.18 Use Grammar corrcctly
(25.5) 3.09 Spell correctly
(25.5) 3.09 Participate in a problem -solving or informational discussion group
(27) 3.04 Writc a general report
(28.5) 3.02 Use the voice cffectively and prommeiation of words correctly
(28.5) 3.02 Vyite a business letter
(30) 2.91 Write a formal, documented report
(31) 2.9%9 Participate in a confercence
(32.5) 2.88 Proofrcad and edit written communications
(32.5) 2.88 Orgnnize and lead a conference
(34) 2.78  Lead a problem -solving or informational discussion group
(35) 2.67  Handle receptions and introductions competently
(36) 2.58 Punctuate
(37) 2.35 Use abbrevintions and nomubers in report writing :
(38) 2.33 Lead and prrticipate ina business meciing (Qaviiamentary procedurc)
(39) 2,20 Reepond to mon=verbol commnnication (Body langnage)
(1) 2004 Resod alead erivctively : |
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TARLES 36 THROUGH 40 ON THE FOLLOWING PAGES PRESENT THE -
RANK ORDER AND MEAN RESPONSE FOR EACH CF THE FORTY COMPETENCIES
AS DETERMINED BY GRADUATES IN THE FOLLOWING FIVE CLUSTER AREAS: e

Table 36 Office and Distribution Cluster  p. 63
Table 37 Secretarial Clu-ter p. 64
Table 38 Industrial Machine Cluster p. 65
Table 39 Health Cluster . p. 66
Table 40 Industrial Technology Cluster p. 67




‘Table 36

RANK ORDER AND MEAN RESPONSE FOR EACH OF TIHE FORTY COMPETENCIES

(2)
(3)
4)
(5)
(6)
(7)
(8)
9

(11)
(12)

(13.5)
(13.5)
(15.5)
(15.5)

- an
(18)
(19)
(20)

(21.5)

(21.5)
. (23.5)
(23.5)
(25)
(26)
(27)
(2%)
(29)
30y
(31)
(32)
(33)
-(34)
(35)
(30)
(37)
(‘; )
{3
(HH

10).

(1)* 4, 51%*

4.47
4,35
.32
.28
.26
.20
.19
.13
04
.95
.82
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.74
.69
.69
.61
.57
.56
.45
Al
.41
.36

.36
.22
-k
.11
.03
.89
. 81
.76
.68
67
62
.61
.55
.00
.30
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$ DETERMINED BY GRADUATES WITHIN THE OFFICE AND DL§TRIBUTION CLUSTER

(Aécdunting, Data Processing and Mavrkcting)

-

Remember essential 1nformat10n
Work cooperatively with other employe/s ‘
Understand oral instructions

Understand occupatlonal terminology

Adjust to a vartable work load

"~ Give attention to details

Express ideas clearly and concisely

Maintain confidentiality concerning ]ob-related information

Adapt spoken word usage to the job situation

Listen tactfully '

Question individuals to clarify information

Complete job-related forims (A,ppl1cat1ons purchase requ1sﬂa1ons, invoices,

. sales receipts, orders)
Use the telephone effectively . \

i
1

Give instructions orally .

" Use the voice effectively and pronunciation of words correctly

Read to comprehend job-related and technical materials
Listen for main ideas ‘

Use Grammar correctly

Spell correctly

Adapt written word usage to the job Sltuatlon

Present teclmical data orally

Prepare written work neatly

Take notes effectively

Recognize fact from opinion

-Skim for pertinent information

Ilandle receptions and introductions competently

Use abbreviations and numbers in report writing

Interpret and explain graphic illustrations (graphs, charts, tables)
Participate in a problem ~solving o mtormatlonal dl\LUS%IOIl group
Participate in a conference ‘ :

Punctuate

Write a general report

Write a business letter

Proofread and edit written communications

Organize and lead a conference

Lead a problem -solving or informational discussion group
Respond to non=verbal communication (Body language)

Write a formal. docwniented report

Read aloud effectively :

Lead and participate in a business mecting (Parliamentary procedure)

“Rank Order of Program Cluster means

“Pregram Cluster Means arce Means of the Program Means
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Table 37

RANK ORDER AND MEAN RISPONSE FOR EACH OF THE FORTY COMPETENCIES

AS DETERMINED BY GRADUATES WITHIN THE SECRETARIAL CLUSTER
(Clerk Typist, Stenographer and Secretarial Science)
(1) 4,53 Spell correctly ;
(2) 4.47 Work cooperatively with other employees
3) 4.46 Adjust to a variable work load
(4) 4.42 Remember essential information
() 4.4]1 Understand oral instructions
(0) 4.30 Use the telephone cifectively
(7) 4.23  Give attention to dctails
(8 4,22 Listen tactfully
C)) 4,19 Use Grammar correctly
(10) 4,12 Maintain confidentiality concernmg ]ob-related information
(11 '4.09 Prepare written work neatly
(12) 3.91 Use the voice effectively and pronunc1at10n of words correctly
(13) 3.90 Punctuate f
(14) 3.86 Adapt spoken word usage to the job situation
(15) 3.81 Question individuals to clarify information
(16) 3.80 ‘Take notes effectively .
(17) 3.79 Complete job-related forms (Apphcatwns purchaqe requ1sn:1ons invoices,
‘ : . sales receipts, orders)
(18) 3.77 Understand occupational terminology
(19) 3.76 Express ideas clearly and concisely
(20.5) 3.70 Adapt written word usage to the job situation
(20 S5) 3.70 Proofread and cdit written communications
(22) 3.40 Handle receptions and introductions competently
(23) 3.38 Write a business letter
(24)  3.05  Skim for pertinent information '
(25) 3.03 Give instructions orally
(26) 3.00 Use abbreviations and numbz2rs in report writing
27 2.9t Listen for main ideas
(28) 2.93 Read to comprehend job-related and technical materials
(29) 2,77 Recognize fact from opinion ‘
(30) 2.44 RCSpond to non-verbal communication (Body 1anguage)
(31) 2.35 Present technical data orally .
(32) 2.14 Write a general report \
(33) 2.13  Interpret and explain grapbic illustrations (graphs, charts, tables) '
(34) 2.11 Read aloud effectively-
(35) 1,94 Participate in a problem - solvmq or informational discussion group
(36) 1.86 Participate in a confcrence
37) 1.81 Write a formal, decumented report
(38) 1.61 Lead and parti¢ipate in a business mecting ( drlmm\,nmr‘) procedure)
(39) 1.58 "  Organize and lead a confercnce
(+0) 1.& Lead a proble m-solving or lufolnmtmn 1l ch scussion group
€5
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Table 38 . : AN

N

RANK ORDER AND MEAN RESPONSE FOR EACH OF TIIE "FORTY COMPETENCIES
AS DETERMINED BY GRADUATES WITHIN THE INDUSTRIAL MACHINE CLUSTER

(Mechanical Drafting, Machine Tool Opcration II and Machine Tool Operation I)

(1.5) 4,30 Understand oral instructions
(1.5) 4.30 Work cooperatively with other employees
-(3) 4.28 Remember essential information '
(4) 4.10 Understand occupational terminology
(5) 4.06 Give attention to details
(6.5) 3.78 Express ideas clearly and- conclsely

6.5) 3.78 Listen tactfully
(8) 3.63 Adjust to a variable work 1oad
C)) 3.56 Read to comprehend job-related and technical materials
(10) -3.52  Interpret and explain graphic illustrations (graphs, charts, tables)
(1) 3.46  Adapt spoken word usage to the job situation

(12)  3.45 Give instructions orally

(13) 3.34 Question individuals to clarify information '

(14) 3.14 Present technical data orally

. (15) 3.10 Listen for main ideas
(16) 2.89  Spell correctly
17y 2.83 - Use the voice effectively and pronunciation of words correctly

18y 2,87 Adapt written word usage to the job s1tuat10n '

19) \@ .85 Recognize fact {rom opinion

(20)  2.75 Complete job-related forms (Applications, purclnsc ICQLIISILLOII’:: invoices,
) Y sales receipts, orders) ‘_

(21) 2.68  Use Grammar correctly '

(22) 2.65 Maintain confidentiality concerning job-related information

(23) 2.64 Take notes cffectively \‘

(24) 2,48 Prepare written work ncatl;

(25) 2,27 - Participate in a prchlem -solving or mformdrmml discussion group

(26) 2.25 Use the telephone effectively

(27) 2.24 Participate in a-conference

(28) 2,22 Use abbreviations and nwnbers in report writing

(29) 2.15 Handle receptions and introductions competently

(30) 2.09 Skim for pertinent information

(31) 2.08  Punctuate

(32) 2.01 . Proofread and edit written communications

(33) 1.89 Respond to non-verbal conmunication (Bedy language)

(34) 1.83 . Lead a problem -solving or informational discussion group

(35) 1.78 Write a formal’, documented report

(30) 1.64 Write a general report

(37) 1.62 Orgmnize and lead a conference

(38) 1.52 . Write-a business loter

(39) 1.38 Read afoud cffcetively

(10) 1.55 Load and participate ina business mevting (Parliamentary procedure)




Tal()le 39
]

RANK ORDER AND MEAN RESPONSE FOR EACH OF THE FORTY COMI"ETENCIES
AS DETERMINED BY GRADUATES WITHIN THE HEALTH CLUSTER

(1)
(2)
@)
(4)

- (5)
(6)
(7)
(8
%)
10)
(11)
(12)
(13)
(14)

5 -

(16)
17)
(19
19
(20)
(21)
(22)
(23)

(29)
(25)
(26.5)
(26.5)
(28)
(29)
(30)
(31)

(32)

(33)
(34)
(33)
(36)
(37)
.(38)
(39)
- (10)
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(Practical Nursing;-Mcdical Assistant and Operating Room Assistant)
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~Maintain confidentiality concerning job-related information

Understand occupational terminology

Understand oral instructions

Remember essential information

Work cooperatwcly with othcr emplovees

Listen tactfully L.

Adjust to a variable work load

Give attention to details

Use the voice effectively and pronunc1at1on of words correctly
Adsapt spoken word usage to the job situation

Give instructions orally

Spell corrcctly

Use Grammar correctly

Express ideas clearly and concisely

Respond to non-verbal communication (Body language)
Question individuals to clarify information

Use the telephone effectively -

Adapt written word usage to the job smlanon

Read to comprehend job-related and technical materials
Listen for main ideas

Recognize fact {rom opinion

Take notes cffectively

Complete job-related forms (Applications, purchase requlbmons invoices,
sales receipts, orders) ‘ :
Prepare written work necatly

Handle receptions and introductions co'npctcntlv

Use abbreviations and numbers in report writing

Punctuate ' '

Present technical data orally y !

g [
s !

Skim for pertinent information / : !
Interpret and explain graphic 1llustrar/ ons (graphs, charts tables) '
Participate in a conference

Participate in a problem -solving or informational discussion group

Proofread and edit written communications

Read aloud effectively :

Write a general report

Lead a problem -solving or informational discussion group

Write a formal, docnmented repornt '

Organize and lead a conierence

Write a business letter _

Lead and paxticipate in a business meeting (Parliamentary proe cdure)
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Table 40

RANK ORDER AND MEAN RESPONSE FOR FACI OF THE i"()R’I'\’ CONPETENCIILS
AS DETERMINED BY GRADUATES WITHIN THE INDUSTRIAL TECHNOLOGY CLUSTER

(Elcctronics and Mcechanical Design)
1) 4,43 Understand occupational terminology
(2) 4.40 F‘;---Remcmber essential information
3) 4.38 Work cooperatively with other employees
4) 4,32 Understand oral instructions
(5) 4,22 Fxpress ideas clearly and concisely
{6) 4.18 Give attum\m to details
(7 4.07 Read to comprehend job-related and technical mater 1als
(8) ‘4,05  Adjust to a variable work load
©)] 3.92 Ad’:\pt spoken word usage to the job situation
10) - .3.82 Question individuals to clarify information
- '(11.5) 3.80 Inte_rpf'cet and explain graphic illustrations (graphs, charts, tables)
(1:.5) 3.80 Listen for main ideas
(13) 3.79 Listen tactfully
(14) 3.72 Present technical data orally
(15) 3.66 Give instructions orally 1
(16) 3.58 Complete job-related forms (Applications, purchase requisitiens, invoices,
'sales receipts, orders) h
(17) 3.56 Spell correctly
(18) 3.44 Use the voice C’f/tc,ctlvely and pronunciation of words correctly
19) 3.39 ~ Recogize fict from opinion
(20) 3.35 Participate in a problem -solving or informational discussion group
(21)  3.32  Usc Grammar correctly
(22) 3.30  Adapt written word usage to the job situation
(23) 3.25 Prepare written work neatly
(24) 3.23 Maintain confidentiality concerning job-related information
(25) 3.20 Skim for pertinent information
(26) 3.18 Take notes cticctively
(27) 3.13 Use the telephonce effectively
29) 2,84 Participate in a conference :
(29) - 2.75 Lead a problem -seiving or informational discussion group
(30) 2.74 Handle receptions and introductions competently —
(31) 2,64 Use abbreviations and numbcrc; in report wrltmg
(32) 2.58 Punctuate
(33) 2.57 Write a general report
(34) 2.28 Write a formal, documented report
(35) 2,27 Write a business letter
('36 3) 2,24 Proofread and odit wrirten commuuications
- (36.5) 2,21 Oreanize and lead a conference
(38) 2,00 Respond to non-verbal communication (body language)
(39 1.93 Read aload cifectively
(10) 1,48 Lead anel pocticipate in g business uecting (Parlamentary procedure)
//
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RESULTS OF INTERVIEWS

Business and industry welcomes and wants help from the Wisconsin VTAE Institutes,
The warm recepiion received around the state with the interview -questionnaire approach
gave evidénce to that, The public relations dspgct was very positive as those interviewed
made such statements as, ‘‘We need more of this.’’ or, ‘.‘You arc someone I really want
to talk with.’’” This type of respénsc was prevalent throughout the étate.

The desire to cooperate with the vocational-techniéal institutes is impréssive.
More persbn:ﬂ interviewing should be done with the world of work both for the realistic
input that industry can offer and for public relations. Though there sometimes might have
been z;t hesitancy on the part of those interviewed to'relinq;lish time from a busy schedule,
this was rarely felt by the researchers, and- the intense iﬁtérest in the interview usually
resulted in an extension of time. \

The questionnaire used was the same as the one which was mailed with the
exception of a frequehcy count for 13 of the competencics. Those interviewed were asked
to approximate the average number of times per week that they felt each competency

was performed. This data is compiled by cluster. The technology cluster was

eliminated because of too few intervicews (see Table 41, p, 74).

The Classfied Directory. of Wisconsin Manufacturers was used to determine the

businesses and industries to be congact_éd in each city. Supervisors were interviewed
from each of the programs in this study. There were 66 visits with .no appoiutments
being made. This technique ivorked extremely well. In two instances, supervisory
mecetings were being held and an interview was impossible. Generally, waiting was
minimal and rcspons’e was excellent, Somectimes the pcrsdn interviewed did not feel
that thic questionuaire was broad enough to he adaptable for the position they supervised,
They were encouraged to attempt to adapt it; but if they felt this was impossihie, aa

“1tirely verbal interview was held.

£
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In presenting the questionnaire, asking for ten minutes of their time was another
effective technique for often they would have prefcrrcd to fill in the questionnaire at a
more convenient time., ‘ In explaining that many questionnaires had been mailed and that
valuable suggestions were often received ds they commented to the researcher on a
particular skill, the time was allowed and often E\cxtended . At several interviews the
telephoné was used to r.eccive input from a supervisor who was unable to leave his
location. Upon completion of the interﬁew, the researchers asked if there was a
supervisor of employees in another area of this study who might be available to complete
a questionnaire,

In an attempt to contact supervisory people, the ‘purpose of the visit was explained
to receptionists and gatekeepers. In large companies it was often necessary to work
through personnel people who proved to be extremely accommodating. The researcher
again explained the purpose o'f the visit to the personnel people stating that it would take
about ten minutes to fill out the questibnnairc, and that supervisory people might offer
valuable help because of their direct contact with the VTAE graduate -employees.

It was not alwavs possible to sce supervisory people and even when it was, many
persons from personnel offices chose to fill out the questionnaire in a familiar super-
visory capacity, usually that of the Seeretarial Cluster. They offered
many excellent comments on job application procedures. Their descriptions of job
applicants could not he categorized entirely as graduates of the vocational ~technical

schools, but they felt that job application proccdures should receive more emphasis in

communication skills clas-es,

Often discussed was the sloppily completed application form . One individual
stated, ““I have a feeling it you could teach them to fill out an application neatly ., . .1

know we should be able to see beyond that, but we ave human and we don’t,” A personncl
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- manager who interviews many of our marketing graduates stated, ‘‘They are lacking in
job application procedures. Personality and poise must be evident when-they are applying
for a job. They must be responsive and aggressive ',” The per'sonnel manager from a
large company that hired graduates from the Industrial Technology Cluster conjmented ,
on the nonverbal communication of many of the applicants he sees: ‘‘When they come
through that door, fall down in that chair and nonverbally communicate --what can you
do for me‘ today-fnlean\vhile staring outv the window, talking with a cigarette in their
mouth . , , just al lot of little things that lead to a bad impression, I know we; do not
want ﬁiem to represent our company.’’ These comments were, hoWeyer, batanced by
the following: ‘‘We go to the vocational schools when we want to hire.’’ and *‘We have
had great success with vocational -technical graduates. They are often bettgr than those
with work experience and no vocational -technical traming. ”

Many times after discussious that jncluded the foi‘egoing comments, the personnel
people accompanied the researcher to a supervisor, or a supervisor was called to the
personnel office. The give-and-take of the three-way interview was extremeiy informative
as statements made by the pcrson'ncl;person were restated and evaluated.

One such statement was that 50 percent of the mistakes in this particular factory
Were due to a lack of listening. In this instance, supervisory people were unavailable
and the three’-way discussion included the Vice-President in Charge of Manufacturing.
When the 50 pexrcent figurc was reiterated, it was determined to be conservati\'re and the
importance of listening in communication was discussed.

Listening was felt by many of the interviewces to be of paramount importance in
communication skills compztencies. To improve listening, it was snggested that the VIADR
institutes include student learning opportunitics in noietaling, paraphrasing, and questioning

te clarify information, It would scem that feedback




in the classroom must be requested at every opportunity to help students with these
skills. Somehow when the new employee cnters the world -of -work, he must know the
value of paraphrasing.

This was emphasized in most areas of this study and was often discussed in

connection with the telephone, which is another area which needs more emphasis. A

ERIC
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-supervisor in the mechanical desigﬁ area stated, ‘‘If there were a square heyond extremely
important, Iwould mark it.’’ A personnel coordinator from a large mercantile business
mentioned that buyers’ plans for diSplayé in branch stores were often explained over the
telepﬁone, and when results of the conversation were observed, the buyer was amazed.

A personnel director stated that if he could know the Who/ When/Why/Where of each
telephone call or visit received when he was out of the office, it would save him a great
deal of time., He mentioned the finesée that is required in asking questions of callers
\\}llen a hoss is unavailable, He felt this Should be a part of role -playing situations in
communication skills courses, cmphasizing para phrasing and notec -taking to assure
accurate translations. In this connection the use of tact must be taught, as the misnomer
“‘common sense’’ is too often missing in graduate -emplovees,

Another pefsonncl director had his secretary do reference checks on the telephone
by calling past emplovers, Perhaps this could be uscd as zmothcr role -playing situation,
The COmpetency‘ “‘Use the telephonc effectively ' elicited a great deal of input {rom those
interviewed. A machine tool fore‘man said the use of the telephone is very important
despite the possibility that his bGOple might use it ouly once a week, ‘If the job is
going to be run correctly, you must make vourself understood and understand the other
person, "

The number of times a conpetency is performed does not necessarily detersine the

importance of that particular competency. Although the frequéney of “*Use the telephione

(9]
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effectively’’ was 48.7 times per week in the Office and Distribution Cluster and only 6.7 in
the Industrial Machine Cluster, it was emphasized as being extremely important to both jol:
c{usters and thereforc necessary in all communication skills classes.

The researchers felt this was .also true with the competency, ‘‘Participate in a problem -
solving or informational discussion group.’’ Many companies build in time for weekly,
twice monthfy, or monthly problem -solvving discussions. Though tlj;e frequency count may
be small ., it is at these problem -solving discussions that the einployee’s ability to express
himself clearly and concisely will make or break his career. Those who can express them -
selves a‘r.e going to be the cnes who progress in their company. As one assistant personnel
director put it, ‘“You hit a point where they are passed over regardless of their technical
ébility. A man has to stand up in front of a g'roup and respond to reports intelligently . . .
that is why many companies are demanding college degrees.’ Clearly, our graduates must
be prepared to communicate their ideas, and if these idcas are not accepted, they must not

9

look at this as criticisn:. ‘‘Some pcople are stitled because one idea is turned down, "’ stated

a drafting supervisor,

The inability tq accept criticism or interpretation of sugpestions as criticisn's was often
n entioned. This competency must be considered together with other aspects of hui: an relations.
Sometimes questioned was the career guidance of graduate -employees who do nbt scem to
enjoy working with people, yet are in people -oriented jubs such as marketing and practical
nursing. The above examples help to explain employers’ ranking of ‘‘Work cooperatively
with other employees ' as number one in responses on the interview -questionnaire., Therefore,
it is important that communication classes not neglect the aspect of personal development,
Finally. the researchers found f1‘oﬁ1 interviews with supervisors that teachers nmust
do more w.ith n(;nv(zrbal coimunication. listening. paraphrasing. questioning to clarify
inform.ation, use of the telephone, and the clear and cencise expression of idcas. Only with

these skills will our graduates be able to compete and progress in the world of work.

Q
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Table 41 o‘n page 74 presents the number of times per week that the supervisors felt
that their employees used the thirteen competencieé during the fulfillment of their normal
duties; Again the reader is cautioned not to deterniine curriculun: by relying too heavily on
the number of times per week that a particular competency is used, but by combining importance
of knowing how to do it with the frequency of doing it. To stress this point it miAght be noted
that a polipcrl':axl might only give artificial respiration onan average of once per two years,
but when he n.ust give artificial respiration he must be fully skilled in performing the

competency of giving artificial respiration,
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Table 41

NUMBER OF TIMES PER WEEK TIHAT SELECTED COMPETENCIES
WERE USED ON TIHE JOB BY EMPLOYELS
ACCORDINC TO SUPERVISORS

(Based on Personal Interviews)

B
Use the telephone effectively j48.7118.4 | 6.7 1 1.4
Complete job-related forms (Application,
purchase requisitions, invoices, sales 68.9134.2 112,0! 2.5
receipts, orders) ! !
Handle receptions and introductions _ ! ) ,
competently 4 311).4 1,0 .4.1
t
i ;
Take notes cffectively 8.5 {' 23.1 ' 8.81 7.5
Write a business letter 2.8 30.3 0.5 0.3
Give instructions orally - 99,2 18.4 8.4 :15.3
, i ;
Proofread and edit written communications: 8.5 31.1 1,3 7.5 !
Write a gencral report 1.0 4.8, 0.5{ 0.3
. \ ' -
Organize and lead a confercnce 1.0 0.1 : 0.3 ! 0
Present technical data orally | 112.8 4.7 4.8'30.3
i . !
?art:impa}:e in a‘problct'm -solving or ! 2.3 0.8 5 4 L 1.8
informational discussion group ! 1 !
i
Lead and participate in a business i
3 . Yoy 4011 P R o1 34 - . - a'-: “-l ().l 0
meeting (Parlianientary procedure) ! ' |
Q@ ca formal, documented report 5',3 £ 0.9 0.4 .5
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SOME COMMENTS MADE BY EMPLOYERS DURING TIIE PERSONAL INTERVIEW

]

Drafting Supervisor

Contribute your ideas on how a job should be accomplished and if your way is not chosen
because of a conference, etc., do not let this rejection of your idea stifte any further
contribution on your part, ‘

Listening and cooperation scems to be the basis for the communication nceded in this arca.

* *

Accounting Supervisor \

The ability to get along with people is most important on any job. In dccounting, I believe
ability is important but no more so than attitude and ambition.

* *

Personnel Direcctor -

More stress on how to participate in a job interview,

£ #*

|
|

\

Paper work and book work plus responsibility for getting work done on tim\: is a large part

of retailing as well as liking to work with customers and other associates .
|

Marketing Supervisor

% * |

|

A person can pick up the basic technical skills in school. !lowever, in a work situation

they must be able to communicate their thoughts, ideas and criticism effectively.

|
i

Tooling Ingincer Supervisor

* *

Operatine Room Technician Supervisor
Nd. - n Suy

Listen for accuracy in following requests and direation,
Perform work mder stress with spead and accuracy, :
Ability o conmunieate with spoecific, accurate civing and receiving information and data,

ERIC 75
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. Medical Assistant Supervisor

T
f

Accuracy in receiving and/ transcribing information.
Maintain confidentiality . | " ,
Reporting and recording data and information to pertinent health team members.

/ ' .

/ Practical Nursing Supervisor

) J
They should know their limitations.
~ /

/ * * I~

j :
/ Stenographic Supervisor

]

'
/

. /,
More on proper phone procedures.

/ Computer Operator/Programmer

For me, the mo“s't: important thing for an operator is to be able to organize your work. You
must be able to/adjust for unexpected reports, etc. Also, being well organized gets the
best utilization from the equipment. ’

Also, being the programmer, I feel the most important aspect of that part of my job, is to
fully understand the end result needed to write a program., '

N * *

Assistant Personnel Director

You hit a point where they (technical people) are passed over regardless of their technical
ability. A man has to stand up in front of a group, answer reports intelligently . . . that
is why many companies are demanding college degrees. Some people are unable to write
reports for the newspaper. If they can’t express themselves, they are going to be in
trouble. In companies where it is up or out, it is serious,

* *
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CONCLUSIONS AND RECOMMENDATIONS

e

This survey project has revealed that employers and VTAE graduates for each of
* the 15 occupational areas surveyed indicated that competency in spme communication
‘gkills_is more important than in others. o : oo

g
“ _ L/ : , o
Secondly, the survey revealed that different occupations do indeed require different,

. .- L N ’ . ” : . . .
"levels of competency in many of the 40 communication skills surveyed.
. ’ P .

The survey-results also g%lve strong support to the cluster concept; evidence
- surfaced that Wisconsin VTAE educational programs can be clustered for the .purpose

~of teaching-learning communication skills. ,

If Communication Skills classes in the Wisconsin Vocational, "I‘.echnical' and Adult

Education system are to-equip their graduates with the communication skills thafwill |
. enable them to function effectively at the time of initial employment and to advance on
the job without difficulty, then the following’is recommended: Y
That input about the need for competency in specific c0mmun1cat10n skills
from the supervisory level of business and industry and from the’ employees
to help develop the courses of study for cdmmumcatlon skills-
: classes v A : g L, ;
That the concept of -ciustering be used in Scheduhn%' students for commumca-
tion skills classes. This would enable the teacher to do a better job of pre=

paring these students with the communication skills they need on the job be -

»cause of the relatedness of ]ob tasks and respon81b11 ties of many occupat’ons .
\

That further state-wide c0mmun1cat10n skills surveys\sumlar to this one be

made of other occupational areas ‘for which the Wlsconsm VTAE system is

tra1n1ng men and women.
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APPENDIX A

BIBLIOGRAPHY OF STUDIES IN

COMMUNICATION SKILLS

1. Periodicals

o———

", Walde, Everett E. _""A Survey to Determine the Effectiveness of 'avCommunicat.:ion
Skills Course for Trade and Industrial Graduates of a Technical-Vocational
School,”’ Journal of Technical Writing & Communications, Spring, 1973.

2. Unpubhshed Works . ' - '
Erickson, Harold P “‘An Effective English Program for the Technical School, "’
Unpublished Master’ s Thesis, Wlsconsm State Un1vers1ty -La Crosse, 1967

 Lake, Catherine L. ‘‘A Survey of Busmess Science, Industry and Research for the
Purpose of Ascertaining the Desires and Needs of Potential Employers Relative '
to Speech Education for the Technician at Oregon Technical Institute, ’
Unpublished Master's Thes1s Uqlversn:y of Oregon, 1968

Lewis, Roberta P “A Study to Detem.me’the ‘Communication Skill Needs of the
Vocational Student in the Basic Communications Currmuhgn,»’Unpubhshed
Master's Thesis, Umvers1ty of Wisconsin=Eau Cla1re 1971‘,

Morgan, Glen Michael . “Speech Qualification Traits Needed by Marketing Graduates

' of Lakeshore Technical Institute.”’ Unpubhshed Master s Thesis, Un1vers1ty of
W1sconsm-Oshkosh 1973.

Radloff David Maurice. “An Exammatlon to Determine the English Competenc1es
Required of Secretaries in the Administrative, Legal and Medical Areas with a
Synthesis into'a Core of Common Competencies to be Used in Forming a.Basis
for an English Curriculum."’ Unpubhshed Master'’s Thesw University of
W1sconsm-Stout 1973.
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" ED 022 451

N

© ED 074 564
- ED 021 616 -

ED 012 765

ED 03~8‘ 966

. BD 074 566

sDOzo 197

ED 062 552

" ED 065 689

ED 066 618

ED 054 364

_Sales and Service Occupations, Module No. 5. Ohio St, Univ.,

" Planning for School District Organization~-Selected Pos1t10n Papers

 Carolina State*Univ,, Raleigh Center for Occupational Education, 1971,
Delplu
Dept. of Vocational and Technical Education Stillwater D1v on Research,

" Planning and Evaluation. :

'-Techmcal Education,: Careers Unl1m1ted Robert W, Worthmgton,

. March 15, 1972,

" Vocational and Technical Teacher Training, " Final Report.

~ APPENDIX B

MICROFICHE DOCUMENTS - o

Study of Frequency of Errors and Areas of Weaknesses in Business
Communications Classes at Kaplolam Commumty Coll., Uehara, -
SO1ch1 anuary, 1968 S N

January !,/\ )
Modern Trends in Persuasmn in Business and Industry by Wllham
S. Howell Aprll 1973.

An Effective Engllsh Program for the Technical School, by ‘Harold

P. Erickson, December, 1967.

Human Relations in Agncultural Occupations, Agrlcultural Machmery——
Columbus,
Center’ for Voc. Educ., August, 1965

The Relationship of Orgamzauonal and Leader Factors to Comrnunication
Effect1veness in Ill Public Jr. Coll. by James M Howard 1970,

Ralph D, Purdy, Ed. Great Plains School D1str1ct Orgamza*lon PrOJect
Lincoln, Neb , June, 1968,

The Te‘i%hmg of College English to the Scientific and Technical Student.
Final, Report of the Comnmittee cn College English for the Scientific and
Technical Student, National Council of Teachers of English, Estrin, H.A.
and otlﬁers Natlonal Counul of Teachers of Eng., I11. November, 1963..

Human Attribute Requirements of Work Elements:
of the Occupation Analysis Inventory. Robert W. Neeb, et al,

Further Development
North -

A Plarmmg Tool," Charles O. Hopkms et al. Oklahoma State

January, 1 972

Industry -Education Cooperative Program for Prescervice and Inservice
Donald V.

Brown. Union Carbide Corp. Oak R1dge Tenn, Nuclear Div, December,
1970 ‘




. ED 067 492

ED 034 881

v

ED 059 404 -

ED 062 554

Eo 065 690
"‘ED 068 724
ED 068 723
ED 068 722

ED 068 721

ED 068 720

ED 068 719

ED 072 262

ED 076 797

ED 054 347

ED 053 318

‘New Directions in the World of Work. A Conference Report.

"The World of Workmg and Learning. Bush, Donald 0.

and Work. Bruce Reinhart, 1972.

-Work Experience Education Learning Activity Packages:

State Polytechnic Coll.,

.

7]
o

o

Charlton
R. Price. Upjohn (W E.) Inst, for Employment Research, Kalamazoo,
M1ch March, 1972

, ‘and others.
Rocky Mt. Ed. Lab., Inc., Greeley, Colo, Off, of Ed. ('DHEW),
Wash., D.C. Bureau of Research. 'June, 1969.

Strategies for Teaching English in Career Educatlon. Fmal Report
Gary L. Houpt, Comp Delaware State Dept. of Public Instruct1on,
Dover. August, 1971,

Two Million Without Skills. Muriel Shay Tapman. Off1ce of Educat1on

(DHEW), Washington, D, C. Bureau of Educational Personnel Development

February , 1972, ,

A Comprehenswe Career Education Model: A Bridge Betwéen School

Work Experience Education; Learning Activity Packages: Exploratory |
Goals 3-5. California State Polytechnic Coll., San Luis Obispo, 1971.

Work Experience Education; Learning Activity Packages: General

_Goals 1-2, California State Polytechnic Coll., Sa:q'Luis Obispo, 1971.

Work Experience Education; Learning Activity Packages: Vocational
Goals 3-5, California State Polytechmc Coll., San Luis Obispo 1971.

Work Experience Educat1on; Learnmg Activity Packages: Exploratory
Goals 1-2. California State Polytechnic Coll., San Luis Obispo, 1971.

/
Vocational
Goals 1-2. California State Dept. of the Youth Authority, Sacramento, 1971.

Work Experience Education: Research for Accountability. California
San Luis Obispo, 1971,

Curriculum Focus: Occupations and the World of Work Information -
Series 5. Paul W. Devore. West Virgmia Univ., Morgantown Appalachian
Center, ]anuary, 1969. :

Charles C.

Survey of Post -Placement Experience of TAT Graduates. A
April, 1973.

Worth, et al.’ Oak Ridge Associated Universities, Temn.

Associate Degree Techn1c1ans Judgments on Quality of Instruction and
Course Rclevancy

The Measurement of Job Relatedness for Vocational Program Evaluation.
David N. Wheeler. Minesota Research Coordmal.mg Unit in Occupational
Educatiotl ancapolis May, 1971,
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APPENDIX C
LIST OF COMMUNICATION SKILLS AND TASKS

Listening ™\

v

Comprehending Instructions )
Listening Objectively (Evaluate Message) v
Recognize Audience Reaction
" Following Oral Instructions
- Listen for Main Ideas
Tune Out Unessential Material
Summarize (Paraphrase)
©Analyze Supportive Information -
.— - Detect Fallacious Reasoning (False Incorrect)
Conclusions , :
Tact & Discretion ) , . R
Ability to Ask Questions tc Clarlfy . ' ) o
Friendliness and Kindness
Honesty and Reliability
Confidentiality .

_ Emefgency’Sitdations Involving People -
Ability to Accept Constructive Criticism
Maintain Emotional Control
Separate Fact from Opinion
Accuracy

Writing

Written Reports (Summary, Technical, Abstracts, Accident, Service and Iiispection)
Written Directions (Instructions)
~ Business Letters -
Recording Information from a Client : -
Order forms :
.Réquisitions
Note Taking
Proofreading (Ed1tmg)
Use of Abbreviations or Numbers (Handling Stat1st1ca1 Material on ‘Reports)
Spelling
Punctuation
- Definition and Description of a. Mechanism, Technical
Process Report (Descriptive)
Preparation of Graphic Ilustration (Use Gr(aphlc Materials in
Writing)
Personal or Product/Evaluauon
Lab Reports -
‘Policy Manuals :
. Sales Literature, Brochures, Proposals, Letters
Project Proposal ‘
Word Usage (Precision)

Q

4_(“7




Outhnmg

Grammar (Syntax Words, and Clear Sentences)
Minutes of Meeting

Processing Records

"Accuracy

Reading _ ’ ~ ¢
\ v S
Comprehension L ‘ /
- Skimming and Scanning. o= T
"-  Must Read and Understand ]ob Instructions
' Must Read and Understand Safety Instructions

Must Read and Understand Office Memorandums -

. Read to Distinguish Fact from Opinion (Biased from Unbiased)
Ability to Read and Comprehend Technical Material or Physical Principles (Legal

Engineering) (Journals) (Specifications) (Numerical Information)

Signs and Symbols
Tables and Graphs (Charts, Diagrams, Drawings and Patterns)
Summarizing (Mentally Digesting) ‘
Find Main Idea and Supporting Devices -

" Retention (Short Term/Long Term) ' _ -

' Reading for Pleasure and Enjoyment
Conclusion Ce
Understanding T ermmology
Processing Records
Accuracy-

P

Speaking

Giving Du:ect:mns (Instructing Others)
Telephone Techmques (Appointments, Placmg and Receiving Business Calls)

“Asking Questions in Order to Get Spec1f1c Informauon\ : | .
Brainstorming B

Decision Making \

Orally Presenting Technical Report Data
"Defending Controversial Position -

Arrange for and Lead an Instructiongl Conference

Arrange for and Lead a Problem Solving Conference

Informative Talk

Orally. Sell Himself and What He Knows

< Orally Obtain a Composite of Views and Then Sell the Most Desirable
- Giving Information Orally About New Developments or Procedures In a Clear-Cut

) Understandable Manner

Express Ideas Clearly and Concisely -

Orally Express.Views or Acquaint Non-Technical Ind1V1duals or Groups w1th a Problem

Solution, Process or Other Technical Endeavor .

Orally Defend 2 Good Idea Under Heavy Cross Fire from His Supenors
Demonstrations with Visual Aids (Graphic Illustrations)

Personal Interviews for the Company




" Participate taking Charge of Business Meetings, Conferences, Group Communication
Leadership and Participation ' '

Dealing with Customers’ Complalnts

Dictating Letters

Orally Summarize

Introductions and Recept1on v/
“Perception (Feedback-Perceptually aware of non-verbal communication)

Reception of Patients or Others (Personal Contact Ability) .

Public Relations -Loyalty ‘ .

Bring About Attitude, Opinion, or Belief Change in others :
" Ability to Put Ideas Intd Words - ' '
Social Interaction (Get -Along With Othcrs) ‘ '
Annunciation -Pronunciation-Voice

* 1

Others

Workmg With Others (Alone, Independently)

Adjusting to His position |

Displaying Team Spirit

Displaying Leadership : -

Understanding of Others =~ E '

Estabhshmg Smooth Working kelatlonshlps Wltn Others

Being A ‘Well Adjusting, Emot;lonally Mature Ind1v1dua1

. Processing Records ‘ . ) ’,

Tact and Discretion ‘ ' ”

Ability to Adjust to a Variable Work Load Independently 2

Ability to Train and Supervise Others ' ’

Ability to Make an Initial Good Im pres sion

Willingness to Maintain the Objectives of the Company

Developing a Capacity to Reason

Develop a Sense of Values - Able to Use Methods of Critical Thinking for the Solution
of Problems and for the Discrimination Among Values

Respect for the Rights of Others

Adaptability to Routine *

Personal Contact Ability

Emotional Control

Emergency Situations' Involving People

Bring About Attitude, Opinion, or Belief Change in Others

Decision making

An Awareness of Non-verbal Communication o

Responding Effectively ’ ‘

Effective Response to Non-Verbal Commumcatmn
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' March 5, 1974

MID-STATE VOCATIONAL TECHNICAL AND ADULT EDUCATION DISTRICT / '
Stevens Point i Marshfield ' Wisconsin Rapids

MEMORANDUM R

\ :
\ . N

All Staff. Members =~ e |

\“‘ ‘
M. H. Schneeberg, Assistant D1recto\s—Educat1onal Serv1ces
Max Farning, Administrator —Research and Planning

Vo

:* Communication Skills Competencies” o e . __;;;'_‘.,

The State Board staff has awarded a Part B-Basm Grant--Educational Development and
Teacher Education--to Mid-State Vocational, Technical and Adult Education District

to conduct a state-wide study to determine the communication skills' competencies
required by graduates of our vocational -technical institutes, How well are we pre-
paring our graduates for the World-of-work in communication classes? What: learning
activities should be occur;ng in our commumcatwn classes? '

Baoth graduates of our 1ﬁst1tutes and employers will be contacted by means of a,
questionnaire and by personal interview. Would yéu please very cr1t1cally exdmine the,
attached list of competencies and do the followmg

1, e11m1nate (draw alme through) those you feel 1rrelevant and should not be a
‘ -part of a communications curr1culum,

‘2., .add thos‘e competencieés that you feel are important but not included ,-
i

- 3. Vchange those that you feel should be changed (please rewrite these), and

4. make any further suggestmns that you w1sh to make..

TO MAKE THIS PROJECT A SUCCESS YOUR UNRESERVED BUT HONEST COMMENTS.
ARE NECESSARY!

The reﬁlts of th1s project will provide mput for a commumcatmns workshop at the
University of W1sconsm-Stout this summer, -

Please respond to this quest1onna1re as if you-were represent1ng the occupation that

you are now teaching. -~ . ,

This study is being conducted by Mr. Ralph Mabnke and Mrs Elaine Boyce Please
return the quest1onna1re to Mr.. James Olson, l\f’.[rs Mary Zurawski, or Dr, Max '

Farning. . _ -

’

Thank you. - . ‘

o — _—
MHS/MF :cad




QUESTIONNAIRE - | A

|

WHERE ARE YOU EMPLOYED: __ S . .
- : —_— (Name of Company) - ' ;

AEMPLOYER'S ADDRESS: -
‘ o _ (Address)

city) —(State) (zip Code)

S [

JOB TITLE OR DESCRIPTION: |

In your opinion, to what extent are the
' following communication skills important
‘to an employee in your company. Please:
. indicate the level of importance of each
- of the skills by placing an "X" in one \
of the columns:.

( - BN . .
~Adapting word'usage to situation . _ _

Effective use .of the voice and correct S 1 1
pronunc1atlon of words - L

\Ebrking cooperatively‘with others

Llsten tacttﬂ 1v.

”Ability to LOLWOW'up‘problems and - | Sl S B
give attention to details : - » S S R ROt W

Effectlve use of the telephone

Aﬂ abwllty to vg%pond to non-verbal communlcatlon

maotfully handlinﬂ”re tlons and 1ntroduct10ns

,Sho t-te“m reading retentlon

Ability*to listen to criticism . - S A "

-Write”a business letter

Completing jOb related forms'
(purchase requisitions, 1nv01ces, sales receipts)

Qo Ereadiﬁq and editinq - .
LRIC | AT

se of abbreviations and numbers




x
j Oralli,qivinq-directionS'and'iﬁstructions

Readxng graphlc illustrations .
(charts, tables, graphs) - )

e

TUnderstandihq occupational terminology

erte a short report clearly and concxse1y~

" (summary, Process, Technical, Laboratory,

Memorandums, Mlnutes of Meeting, Accmdent, Serv;ce
*?roﬂuct*ﬁvaiuattons, Constructive Criticism.)

k//Respondlng to customers' comp;aints

Questioning for specmflc lnformatlon I

in dec1510n maklng

Grammar

jwjite a several paragraph report

?\ Orally,ekpressinq‘iéeas cleérlY and concisely

Preparlng graphlc lllustratlons
{charts, tables,;graphs)

Readlng to dlstlngulsh fact from-opinion

Understanding oral instructions and directions

.\

- Spelling

~ Orally presenting information
- 'with the use of visual aids

Punctuation:

Orally presentinq techﬁical_data

Reading to comprehend job related
and technical materlals ‘ '

>
)

wll Toxt Provided by ERIC

ERIC PRt




- Skimming

-ﬁeadlng and/orx partlc

t

|-
I

fOrqanizinq informa

ork load

Ability to adjust to a variable w
/ ' S I

_Write a.sentenée

N .
o

ipating in a problem-solving
tional'conference

alscu551on or instruc

Llsten for main ideas by tuning

I out unessentlal materlal

The ablllty to work 1ndependentlv

tion in outllne form

' COMMENTS :

|
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- APPENDIX E

AD HOC COMMITTEE

Mrs. Elaine Boyce _
.Research Assistant . N N

Mrs, Wanda Eisenﬁut
Business Education Instructor

Dr. Max Farning , ,
Administrator -Research and Planning |

= , ) \
Mr, Francis Gotz o o
Placement Director |

Mr. Wilbert Knobeck k
Auto Mechanics Department Head Vocational T & I

. Mr, ]amés Koehntopp
Diesel Mechanics Instructor

‘Mr. Ralph Mahnke |
Resea;ch Assistant ‘

Mr. Melvin H. Schnééberg-
.. Assistant Director -Educational Services
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N

=1 ' T k WISCONSIN RAPIDS CAMPUS
i 1$114¢ o © . Five Hundred 32nd Street Nortn -
| : 'ﬁe TeChnlcal 'nStltUte . . Wlsconsm Rapids, Wi 54494 .

716/423-5650

Mrs. Robert Smith, Supervision of Accounting "

Eastman Manufacturing COmpany / , o
. 1493 Roosevelt Avenue -~ = ’ : ' . ) o N

Eau Claire, WI 49730 . ' :

-

Dear Mrs. Smith:

. Mid-Staté Technical Institute at Wisconsin Rapids is conducting a survey-for the Wisconsin
Board of Vocational, Technical and Adult Education. The purpose of this survey is to
determine what communications competencies, should be taught in vocatlonal -technical
institutes located throughout Wisconsin,

Because our schools are interested in providing érnployers with highly .qualified graduates,

it is your advice and counsel that can provide us with the answers we need. -How important

are communication skills for your employees? To help us measure the importance of these
- skills, we are enclosing a questionnaire that we would like you to complete. . :

We would appreciate a prompt retursi so that the results of this survey will be available to

a Communication Skills Workshop which will be at the University of Wisconsin-Stout. Your
response will become a part of a greater project wh1ch is bemg conducted at the University -
of Wisconsin-Stout,

" All of your responses will be treated confidentially.
Please return the questionhaii‘e in the sel—f-addressed, postage -paid enyelope.

WE SINCERELY THANK YOU.

‘Sincerely yours,

. . . N | . -
NP SN R Makde
Max Farning, Ph.D. - ' Ralph Mahnke
dministrator-Research and Planning : Researcher -
roject Supervisor ’ Comimunication Skills Project

MF :RM:cad

-Enclosures




QUESTIONNAIRE

/ ’ _'_J
"
/.

This QUESTIONNAIRE Should

: Be Completqé_i By The .
ACCOUNTING SUPERVISOR
Or Person In S}/milar Position

WHERE ARE YOU EMPLOYED:

(Name of Company) -

EMPLOYER'S ADDRESS:

(Address)
\ (City) (State) ~— (Zip Code)
YOUR JOB TITLE OR DESCRIPTION: ‘
I : _

In your opinion, to what extent are the
following communication skills important
to an employee in your company. Please
indicate the level of importance of each
-of the skills by placmg an ‘X'’ in one
of the columns.

Adapt written word usage to the job situation -

-Adapt spoken word usage to the job situation

Use the voice effectively and pronunciation
of words correctly

Maintain confidentiality concerning job ~telated
- information ' '

Use the telephone effectively

Respond to non -verbal communication (Body
langua ge)

Complcte job-rclated forms (Applications,
purchase requ1S1t1ons invoices, sales receipts,
orders)

Q




-

| Liste_n tactfully

‘Punctuate

. .

Express ideas clearly and concisely

“Present technical data orally

Read to comprehend job-related and technical

- materials B :

Lead a problem -solving or informational discussion

~ group

~ Participate in a problém -solving or informational

discussion group

Listen for main ideas

. Prépare written work neatly

Skim for pertinent information

Lead and participate in a business meeting
(Parliamentary procedure)

' Understand occupational terminology

-Read aloud efféctivcly ’

- Recognize fact from opinion

ERIC -

IToxt Provided by ERI




&

Handle receptions and introductions competently

Rémember essential information

Take notes effectively

&

Write a business letter.

Use abbreviations and numbers in report writing

- Give instructions’ orally

T

Understand oral instructions

Interpret and explam graphlc 111ustrat10ns (graphs,
charts, mbles) A VL

-~

Proofread-and edit written communications.

Write a general report

‘Work cooperatively with other employees

.

- Organize and lead a conference

Question individuals to clarify information

~ Use Grammar corzectly -

' Spell correctly £

EKC , 1 — R

wll Toxt Provided by ERIC




Give attention to details

Adjust to a variable work load - o -

Participate in a conference

 Write a formal, documented report

' (Please list any other competencies that you feel are necessary,)

COMMENTS:

B

THANK YOU!
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D n . . o " WISCONSIN RAPIDS CAMPUS
- ¥ H ‘. - Five Hundred 32nd Street North
i , Technic:l InStlt_Ute _ : .. Wisconsin Raplds, Wi 54494 -

715/423-5650

Mr. William Adams N
1417 Western Street_ """
Wisconsin Rapids, WI 54494

v

Deer Mr Adémé: ' e

Mid -State Techmcal Inst1tute at Wlsco/nsm Rapids is conductmg a survey for the Wisconsin:
Boaxd of Vocational, Technical and Adult Education. The purpose of this survey is_to
determine what communications competencies should be taught in vocatlonal ~technical
inst:1tutes located in Wisconsin,
You, as an employee and as a graduate of a vocational -technical school, are in a unique
position to p:ovlde us with the information that we need. How important are commumcatlon
~ skills in your ‘occupation? To.help us measui‘e these skills, we are enclosing a questlonnalre
~that we would like ta have you complete. :

We would appreciate a prompt return so that the results of this survey will be available for
a Communication Skills Workshop which will be at the University of Wisconsin-Stout. Your

response will become a part of a greater ‘project which is being conducted at the Un1verq1ty
of Wlsconsm -Stout, o . N

. _
All of your responses will be treated confidentially.

Please return the questionnaire in th_e self-addressed, postage -paid envelope.

WE SINCERELY THANK YOU,

' Sin'cérely you;rsv,

Max Farning, Ph.D, : ' .Ralph Mahnke

Administrator -Research and. Planmng Researcher

Pro]ect Supervlsor _ , Commumcatmn Skills Prolect
- MF RM cad

Enclosures:

-,




< \ o L  Mr. William Adams

o S o C . ‘ © “  Mechanical Design
. . R - : : : id-Stat . o
QUESTIONNAIRE Mid-State . -
- WHERE ARE YOU EMPLOYED: )
C ' (Name of Company)
\ . '.
\ EMPLOYER'S ADDRESS: ‘ . .
’ . (Address)
(City) » _ (State) - | (Zip CodeT
YOUR JOB TITLE OR DESCRIPTION:

In your opinion, to what extent are the
~ following communication skills important
~in your work, Please indicate the level
of importance of each of the skills by
placing an ‘X'’ in one of the columns.,

-~

Adapt x_vri_tten word usage to the job situation

Adapt spoken word usafge to the job situation

Use the voice effectively and pronunciation -
of words correctly. L

Mairtain qonfidential‘ity‘ concerning job-related . .
information : . : R I

Use the telephoné effectively

Respond to non-verbal communication (Body
language) - S d
Compicte job-related forms (Applications, ‘
purchasc requisitions, invoices, sales receipts,

-ordcrs) '

e . : ' 12’5 :




“Handie receptions and introductions competently

Remember essential inforrhation

—, L 20 ~

Take notes effectively

R

- Write a business letter

Use abbreviations and numbexrs in report writing

‘Give instructions orally

- Understand oral instructions

b

Interpret and explain graphic illustrations (granhs, |

[

drwnd LIS | Az awaren pewe] e v

- charts, tables)

Proofread and edit written communications .

-

_ Write a general report

——

Work coopefatively with other employees

-~ -

" Organize and lead a conference

Question individuals to clarify information

. Use Gramimar correctly

~ Spell-éorx‘ectly o - o ;"6




I

Punctuate ' N

‘Express ideas clearly and concisely I | o " o

7 - =

Present fechnicalr-déta orélly

‘Read to comprehend job-related and technical
materials '

' Lead a p:;oblein -solving or informational discussion
group S '

Participate in a problem -solving or informational
. discussion group - :

.Listen for main ideas

Prepare written work neatly o . 1 1 o

Skim for pertinént information

Lead and participate in a business’meeting N R
(Parlidmentary proceduyre) g

Understand occupational terminology -

Read aloud effectively

“Recognize fact from opinion

Listen tactfully : s : ' ' !

N A




Give attention to details

Adjust to a variable work lcad

‘Participate in a conference
. Write a formal, documented report .
(Please list any other competencies that you feel are necessary.)
e
. (//."
COMMENTS: L ' '

;

LiiANK YQU!
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S . P . T . . i . * #

WISCONSIN RAPIDS CAMPUS

Five Hundred 32nd Street North
- Wisconsin Rapids, Wi 54494
715/423-5650: "
: A T et i
ovr s 7%
,r_'_;F
\ | e 3
T “ .
EDs . fA‘,
\ v e # e B Yo, k
e B : T i o i
~ e o et coare™ )
'g : " ;&‘f: Z ‘5 ’% %3 »
- . g 7 s oAl '
- 1‘{ . Id “"\1‘5’.".’2}’4"& o —an =
Mr. William Adams i _ s . e
‘1417 Westexn Street i o s SRR (W T [t
Wisconsin Rapids, WI 54 94 AR ﬁ;;»'p'* e
‘ € ' S ..‘.JG”"""’#“ ¢
Dear Mr. Adans: A T
el
N

P :

Mid-State Technical Institute a;,Wisconsin Rapids is conducting a survey for -

" the Wisconsin Board of Vocaéional, Technical and Adult Education. The purpose

of this survey is to determine what commuriications competencies should be taught
in vocational-technical institutes located in Wisconsin.

L 4

You, as an employee and as a graduate of a vocationa1-t°chnical school are in a
unique position to provide us with the information that we need. How important
are communication skills inm your occupation? To help us measure these skills,
we are enclosing a questionnaire that we would like to have you complete.

We would appreciate a prompt return so that the results of this survey will be
availabie for a Communication Skills Workshop which will be at the University

of Wisconsin-Stout. Your response will become a part of a greater project which
- 1s bheing conducted at the University of Wisconsin—Stout.v :

All of your responses will be treated confidentially

Please return the queStionnaire in the S°1f—addIESSEd, postage—paid envelope.

WE SINCERELY THANK YOU. ' ' L L

Sincerely yours/,
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Max Farning, Ph.D.

Administrator-Research and Planning '

Project Supervisor

_ MF:RM:cad

Enclosures

Ralph Mahnke
Researcher :
Communication Skills Project
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Dear Mrs. Smith‘r' Z' .igif*“‘

- Mid-State TechnicalfInstitute at Wisconsin Rapids is conducting a survey for the
Wisconsin Board of Vocationadl, Technical and Adult Education. ' The purpose of

‘ this survey is to determine what communications competencies should be taught

in vocationmal-technical institutes located throughout Wisconsin.

Because our schools are interested in providing employers with highly qualif iad
' graduates, it is your advice and counsel that can provide us with the answers

we need. How important are communication skills for your employees? To help
us measure the importance of.these skills, we are enclosing a questionnaire that
we would like you to complete. -

We would appreciate a prompt return so that the results of this survey will be
_available to a Communication Skills Workshop which will be at the University of
Wisconsin-Stout. Your response will become a part of a greater project which is
being conducted at the University of Wisconsin-Stout.

All of . your responses will be treated confidentially

Please return the questionnaire in the self-addressed, postage-paid envelope.
WE SINCERELY THANK YOU.

Sincerely yours,

oot Bomeey Rl Mane

Max Farning, Ph.D. : Ralph Mahnke

~ Administrator-Research and Planning Researcher
Project Supervisor . Communication Skills Project
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